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Computing and ICT

are the new literacy

Information and Communications Technologies (ICT) are now part of the
educational experience of children and teenagers in most parts of the world.
Taught as a separate subject, as well as being embedded within the curriculum,
Computing and ICT is increasingly regarded as a new literacy, alongside
reading, writing and numeracy.

Digital Kids and Digital Teens are designed to introduce students to the key
Computing concepts and ICT applications they need to use in order to acquire
that literacy and to help them understand the impact of technology on our
daily lives. The curriculum provides a framework in which Computing and ICT
competences and practical skills can be developed within an environment that

is appropriate for the age of the students.

40 years m

working with technology in schools educational group

3

> Serving the learning community mmedugroup.com

Binary Logic has been working actively with schools, universities and
Ministries of Education around the world since 1982 and is well known for
the quality of its educational resources and services. The company belongs
to the MM Educational Group which was founded in 1974 and since then

it has been dedicated to excellence in education. The founders of Binary
Logic are educators who decided to incorporate technology early on as they
saw the need for innovative ways and methods to enrich students’ learning
experience. With Belt Study System and ELT SKILLS, we've made English
language learning practical, flexible and fun through learning experiences
that are interactive and tailored to students’ specific needs. In today's
everchanging society, we are focusing on the subject of Computing and ICT
in schools. Through our innovative curriculum and academic support we
have become a worldwide leader.

mm publications
binary logic

vector math & science
mm schools

combo books

> Our experience in school environments argus logistics

We design complete solutions for real classroom conditions. The students’
needs determine the form of our educational material and with our
extensive experience in educational technology we are well positioned to
meet the challenges in a wide variety of school environments. There are
thousands of schools and universities and millions of students in Europe, the
Middle East, Asia and Latin America using educational solutions created by
Binary Logic. abacus fcs

prime edu software

focus on digital services
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Student-centered
learning through a fun,
hands-on approach

Written and designed
by educators

Modern educational
material that meets
various learning styles

Fully graded and
designed for schools

Content aligned to
student needs in each
age group

Activities based on
school subjects in
each grade

Language in English
edition is graded to
facilitate non-native
speakers

Available in several
languages

Coding and robotics
available in different
grades

Local education
with global standards

Ministerul Educatiei Nationale

INFORMATICA

Wnobopmaiauka
U VAUVHAP CLUYO!
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KOMMYHUKALMOHHbIE
TexHoAoruu

Contact us for custom
localized editions
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Digital Kids Grades 1-6

for Primary schools
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Digital Kids Starter and Explorer are
specifically created for very young learners!
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Digital Teens Grades 7-12

for Secondary schools
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Grade 7
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Standards

Jan 2021-23

Grade 10 Grade 11
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SECOND EDITION

Tips for effective web design

design principies which wil help you assess your design.

order o become successfut
> Following thecreation process of a website precisely.

il make the design effective.
rcteize a good web designer.

The creation process for websites

Thisprocess

0 you.The dagram below presents these important teps. B

Adesied font sze s 16px.

1 Discuss r
<6l et

Use gid based ayouts
tarrange contentinto

i
s
~Design’y

sectons,

«Design pages
(wireframes and ayouts)

5 = s
D Maintain .‘3 T
. ~

N
4 Deploy anw ?3 .

«Proofreading
« Approval o go ve:

Characteristics of
6 signers

setachnologies to build
the site(HTML PH,CSS,Javoscript)

+Insert contentand graphics pment proces

+Testng and debugaing 55

Digital Teens 6 is entirely project-based and helps students practice
the Computing and ICT skills they acquired in previous years.

Grade 12

U1 Jajdwes - |D) pue buindwo)



International Standards

o Computing and ICT - Sampler

Digital Kids and Digital Teens follow the latest
international Computing and ICT teaching standards

> The series take into “[”H
consideration the
competencies valued
in Computing and ICT
around the world.

United Nations -
Educational, Scientific and «
Cultural Organization «

> The curriculum is mapped
against national standards
and requirements in a
number of countries.

4 GEEN A
O BA

Computer Science
Teachers Association

> The skills learned
reflect the performance
standards in demand in an
international context.

. . SPECIAL INTERES' l(}xl]
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MPUTER SCIENCE EDUCATIO

COMPUTER
SCIENCE

R
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Digital Intelligence

European
Commission
—_—

Amemcan Assoolatlon
of School Librarians

<o)
ofe

’Irnformatlon
echnology
Education

Computing at School

IEEE SA

STANDARDS
ASSOCIATION

b,

ISTE

Standards

. Seal of Alignment

Student
Standards
Jan 202123

t
Sept. 201820

The International Society for Technology in Education (ISTE) completed
a Seal of Alignment for Readiness review of Digital Kids, Digital Teens,
eSkills and ICT Skills and determined that they provide an effective
foundation for successfully acquiring the knowledge and applying the
skills described by the ISTE Standards for Students.

Suitable for international exam preparation

for example:

— A
U.li] UNIVERSITY of CAMBRIDGE 4
&) International Examinations

EcpoL [icoL”

Foundation

IC3 IC3 1c3sp

HAISTIRACK ~ DIGITAL LITERACY

CERTIFICATION

spark IC3

KEY APPLICATIONS

Extra Online Material

BINARYACADEMY
Technology and Information
Literacy Certificate

CERTi PORT

Microsoft _[&]

Office Specialist

)

GLOBAL STANDARD 4

IC3E Ic3)
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Curriculum Framework

Content curriculum and resources that are
aligned with and support digital age learning

> Designed specifically for
young learners and teenagers
incorporating the latest
developments in pedagogy.

> Provides interesting real-life
scenarios and activities to engage
and motivate students.

> Promotes key skills: collaboration,
communication, teamwork,
critical thinking, problem-solving
and decision-making.

Spiral Curriculum

Following the spiral curriculum, students repeat
the material at different grade levels, each time
at a higher level of difficulty and in greater depth.

o Grade 3

Grade 2 © My first article
Grade 1 9 | type a letter 1. Work with text
e Let's type 1. | start typing 2. Give a title
1. The notepad 2. Change the font 3. Make a list
2. Letter and words 3. Insert pictures 4. Check and save
3. Move around 4. Save and print
4. Select and change a word Grade 6
Grade 5 @ Designing a document
Grade 4 © Creating a document 1. Presentation graphics
@ Working with text 1. Advanced formatting 2. Columns and tabs
1. Format a paragraph 2. Search and replace 3. Header and footers
2. Images - Advanced formatting 3. Working with tables 4. The final touch
3. Spelling and grammar check 4. Document views

4. Print

N Jajdwes - |D) pue buindwo)



Modern educational material

o Computing and ICT - Sampler

Project-based learning

The Group Work section in Digital
Kids 1-6 and the Project Task in
Digital Teens 7-12 engage students
through real life activities. Digital
Teens 12 is entirely based on
projects.

> Cross-curricular activities based
on the school subjects of the
same grade

> Promotes collaboration
and group work

> For the home or the computer lab

Flexibility

Digital Kids can be started at grade
1,2, 3 or4.

The do you remember? section
takes care of important knowledge
that the students may have missed.

The Student’s Book and the
supporting teaching resources
accommodate the teacher’s
teaching style.

____-—_\‘)
wrap up

Now you have learned:
> whata fle and a folder are.

> how to create folders and subfolders.

> how to move and copy folders and files

> haw o search forfiles and folders.

> how o start programs like Calculator, etc.

a
group work

10 foro i

Digital Kids Racer

B

Now you have leamed how to:

> create shortcuts. 2
> compress files and folders. =
G X [
| > use the Recycle Bin. *
> change some baskc sstem setins. &
| > protctyour computer from malvare.
© @
&
©
©
|
I
—
Digital Kids Flyer

Digital Teens 1

“l\ do you remember?

Apresentation

Apresentationis ke a e s
ithnformatinc atopic.

> On the Home tab,cick New Side.
> Slectte typeof sideyou vant.

» Cickinide atestbox
> Typeyourtext

= | > On the Insert i the Images goup. cick
Online Pictures.
» The Online Pictures window wil appear.
> planet)nthe
Search box and pres Entr
- ik onthe Creative Commons ol box.
> Cick the icure you ke

> Tostat a presetaton from the
Showsiew press @

5.Presenting your ideas

do you remember?

How to format a spreadsheet Youl
> igh k.
st

How to make calculations
and handle numbers

> Selectyour,

> On the Insert ta,cickone:
s r ofthe Chart buttons.

B e Digital Kids Expert

Digital Kids Flyer



Developing 21st Century Skills

A complete approach
to ICT skills

Digital Literacy is more than the
ability to use a computer. Learning
to collaborate with others and
connect through technology are
essential skills.

Thinking

Creativity, critical thinking,
problem-solving, decision-making
and learning

Working

Communication and collaboration
Living

Digital citizenship, personal and
social responsibility

Learning all modern
platforms and tools

Our digital world is not only
Windows and Office. As with
anything related to technology,
new tools are emerging constantly.

Students learn how to work with
different kinds of platforms and
tools to build real life computer
skills. We want them to be able to
adapt to change and be equipped
to face their future life and work.

Imagine what technology will be
like 5 or 10 years from now when
your students will be completing
their studies.

Students learn to gather and use
information appropriately and
ethically and use social tools

responsibly and safely.

Communicator Solving problems

Understanding and
communicating ideas

Collaborator

Working
with others

Creator

Producing
innovative work

1L

- = ==
J@er platforms |

Nowy

Digital Kids Flyer

Digital Kids Genius

Our Computing and ICT curriculum covers a broad
range of technologies and tools. The Other platforms
section at the end of each module shows some of the
alternatives available.

O Jajdwes - |D| pue buindwo)



Computational Thinking

Computing and ICT - Sampler
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Programming helps students understand and
apply the fundamental principles and concepts |
of computing and computer science, including
logic, algorithms and data representation.

Short lessons that can
match the time that is
available in the school

Our educational material follows a spiral, curriculum.

project-based approach based on the age and
school grade of the students.

Programming is introduced at various

stages and in various complexity both in
primary and secondary grades with different
programming tools and languages. Robotics
labs are supported with resources for different
educational robot kits and virtual platforms.

l Extra coding and
robotics material
for all grades.

. "< g, s
Learn how to code in: LO 3’59‘ {t}
£ 2 &
Logo, Small Basic, Scratch Jr, Scratch, Go | Sl Basic QTS (SCRATGEH  Microsoft
Microsoft MakeCode, Microbit, Python, o

= e MakeCode

Visual Basic, HTML, MIT App Inventor. @ ﬁ n HTML @ ”
p B

i -bi thon~ Visual Studio MIT
micro:bit PY Code APP INVENTOR

Apply coding skills to robotics for the new generation of kids and teenagers.

3535555

Free virtual robotics platforms support  MERE l. OPEN

E
ROBERTA -7 = VEX

remote and hybrid teaching of robotics. LAB
= CODE VAR



Programming - Coding - Robotics

Starting in Grade 1 for both topics, very young students are gradually introduced to the concepts of
computational thinking with “unplugged” and technology-based activities. The curriculum continues
in all grades up to 12 with advanced Computer Science concepts preparing the students for their
college or university studies.

Scratch@ mBot @

Teens
can_code

with Python [

f

&
binarglogic

Unplugged
Bumblebee Alda
Digital Kids Go!
L0c0 Teachers get full support
Scratchir to be effective in the

MIT Scratch computer lab, easily,
Microsoft Small BASIC

Microsoft Kodu even if they do not have
Python 3 experience in teaching

loT: MakeCode & Micro:bit H

[ akeCode icro:bi programming.
loT: Python & Raspberry Pi

MIT App Inventor

HTML5 - CSS3 - PHP - JavaScript

Visual Basic

Teacher support

Coding / Programming

DKEXPERT Je

Unplugged

BeeBot

LEGO® WeDo 2.0 (WeDo Blocks)
LEGO® WeDo 2.0 (Scratch)

LEGO?® Spike Essential (Icon Blocks)
LEGO® Spike Essential (Scratch)
LEGO® Spike Prime (Scratch)
LEGO® Spike Prime (Python)
LEGO® EV3 (Mindstorms Blocks)
LEGO® EV3 (Scratch/Makecode)
LEGO® EV3 (Python)

Edison Robot (EdBlocks)

Edison Robot (EdScratch)

Edison Robot (EdPython)
Makeblock mBot (mBlock Scratch)
Makeblock mBot (mBlock Python)
Open Roberta Lab (Virtual/Blocks)
VEXcode VR (Virtual/Blocks)
VEXcode VR (Virtual/Python)

DKEXPERT [ttt g

Robotics

- Printed books Custom editions - Online eBooks Coming soon

Jajdwes - || pue bunndwo)
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Computing and ICT topics

Computing and ICT - Sampler
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Our curriculum for schools ensures
that all students:

> Are competent, confident, and creative users
of information technology

> Can critically evaluate and apply information
technology (including new and unfamiliar
technologies) responsibly, collaboratively and
effectively to solve problems

> Can analyze problems in computational terms, and

can write computer programs in order to solve them

> Can understand and apply the fundamental
principles of computer science, including logic,
algorithms, data representation, and networks

> Can critically express the individual, cultural and
societal impacts of technology, and know how to
stay safe, exploit opportunities and manage risks

To accomplish these goals, the
following topics are covered with an
emphasis on skills needed to build a
knowledge-based economy:

> Computer essentials (hardware, peripherals,
operating system, file system, security)

> Online essentials and information literacy
(web surfing/searching, email, calendar and
contact management, safe computing)

> Multimedia presentations (editing photos,
sound, movie clip creation)

> Word processing (with mathematical
equations, envelopes and labels)

> Spreadsheets
(with charts and data exchange)

> Presentations
(with presentation skills)

> Databases (working with various tools to
organize information)

> Online communication (blogging, social
media, video conferencing)

> Cloud computing and collaboration (online
office suites, sharing documents, online
meetings, presentation broadcasting, notes
management and sharing, mind mapping)

> Digital citizenship and data protection
(e-safety, privacy, ethics and intellectual
property)

> e-Commerce and digital marketing

> Computer Science concepts (computer
systems and networks)

> Introduction to programming —
Computational thinking

> Introduction to robotics

> Designing and developing software
applications

> Web editing (with online apps and later
with HTML/CSS tools)

> Introduction to game development

> Modern technology skills (networking,
storage & backup, simple IT
troubleshooting, security, cloud storage)

> Project planning and diagramming

> Image editing and 2D animation
techniques

> Video editing and 3D animation techniques



Student Resources

For any device

> Works on any device with a web browser such as
tablets, smartphones and even smart TVs

Module 2
My Fies

Module 3

> Supports Windows, MacOSX, iOS,

Android, Linux, Chrome Book
> No need for a DVD drive o
> Accessible anywhere anytime lMOdu{e e

Kids ™

=T Gsgnout

Dynamic Online Content

Beswgn)a web page

Make a vieb site

Addted

New content continually updated according
to changes in technology and the evolution
of applications.

2025

2023 2024

—| Video Tutorials

Online Resources s @ ®

Number the steps (1-4) to move the folder “Music”
from desktop to Document ts

Individualized access from school or home
according to grade:

> V|de0 tuto”als fOI‘ the > Extra eBookS for C0d|ng

applications in the and Robotics
Student’s Book and

alternative ones

> Extra eBooks for

alternative applications wfw : @D/ |

> Digital resources i
> Extra eBooks for

very young students

> Online module tests,

primary students Management Platform
(optional)

000060000

ooecc00s
KsJS] T — )

~ \Ceft/ﬁcgtel e

followed by electrical mach

Go to binary-academy.com to access
the Student’s Online Resources [Animated Stories - Interactive Activities ]

U'_'J Jajdwes - || pue bunndwo)



Teacher Academic Support
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Online Resources

> Teacher's Guide with structured and
detailed lesson plans

> Worksheets with extra activities for the
computer lab or homework

> Self evaluation sheets

> Practice websites with stable and safe
content for children

> All language editions are available to the
teacher

binary-academy.com

All teacher resources are available in editable
DOC and PPT files. Everything is online and
updated to accommodate technological
advances and teacher feedback.

http://binary-academy.com/dnid

Download sample Teaching Resources

Grades Management

Each school that adopts our curriculum has
access to our Grades Management Platform.

The supervisor can prepare the school
environment:

> Create teachers

> Create classes

> Assign teachers to classes

The teacher can manage the students’ tests
and grades:

> Move students to classes

> Unlock online tests for each class

> Enter grades for assignments

> Get reports for tests or grades

> Print certificates

Assessment Opportunities
For each task (Lesson)
> Hands-on activity (individual performance)

> Worksheet (individual or group
performance)

> Student self-evaluation questionnaire
(student-driven accountability)

For every module (Unit)

> Group Work and Projects
(project-based learning, collaboration,
group performance / presenting results)

> Module Test (online testing, automated
grading, individual performance, online
record-keeping) - Optional

End of course (Level)

> Final Exam (online testing, automated
grading, individual performance, successful
completion Certificate available) - Optional

Professional Development

Become a confident and effective
Computing and ICT teacher.

BinaryAcademy offers Continuing
Professional Development (CPD) on how to
use our educational material via online and
face-to-face training courses.

Our teacher training
takes care of the
ever-changing
challenges in
technology and
helps you adapt our
resources to your
teaching style and
the specific needs of
your school.

1 { ;/‘/‘O\/a\’l'e_

& BINARYACADEMY

Certificate

T

Rids John Smith

Teens [T
e g

2Skills I Atha GreceonDecember 101, 2017

o @




Teacher Academic Support

http://binary-academy.com/dnld

Download sample Teaching Resources

\/ Resources for Digital Kids and Digital Teens

Theulesinour e are
ot oty ey and
somainisyo hov 10
i
o Howeve, computers

Complex calculations

Follow the rules

Introduction to programming

ool e 3¢ you gow anyou il e and work

Whatlsa program? themselves. They have

s oty i, oo e
s i e campue enyougetup vy ol oy e b xrenion Wal. 1 e g o s ot

1)
lin
0

A compute progam o sctions s ¢l th e When

P
o Calculationrules.
T o ctmptar does ot e g s i o B o r Fepie
S e | S | = o e
5
B m ] a J [ e, or ot he
= S e ) [I-J Learning objectives it b any prtof the
S| How dopeope it programs How can somaons (oo et Frmaae e TaRe
g write adrawing program or a gam Algorithm — e
3 B A " e
= o hse o o the o0 i 5. " g » o o ek it gl ntlon
prgraneing anguage s he gl g rd sl = how e i clelton s——rry

instractions, the, She > e 0t i ol

* how o pres et
{2 Scrteh, v sy programming anguage forbeganes. :

e e B any other program. sz nformation by formatting. [ —
piazaReipe work vill o be done rams. fomuia (s a6
ngrdin Pty

@ m«m omstoes, s P QDO

e chci £ 30 pper

nstctons:
Spras ez doh na o e
choppedamatoes sce
e po

e pander a ot o and
gl .Mm ubbls sndthe
o cooke

 fomataiferent oy

> ek Csand e
> crete i = (Gaas)- (o
2.0

> apply conditona formting to

(s

& . T > import and exportdata asa - Pres GO Mkrvn)rfn mﬂknlmngrul for you, but that
86 Sroans DR s o e o [ e &7 backiel e i iy
FTOTIR ooes Pogramming the omputer Self Evaluation Sheet wosas Anaing o - Self Evaluation Sheet
Tasit Introduction to programming 2 x1 Complex calculations p—
fovinve hond ey st vant 024  percen sign 0
oy
[ovenvicw | sorm. o n Shouid st ype the symbol &Y BINARYACADEMY
w© e changed, (< BINARYACADEMY .
ndtowars. D R reesntng a st 0 Werespcicaly o trow ot st Voae 5 [Tak
S et ot | AR o e
e agorithm, Module 5 [Task 1 Class | {ben dionad subiacin i mking calessors e ctons in
: sep ups o 23, Grve ot o W re e prctses s do TS e et oo
" o undarsand vhet hpperswhenaprogram | (551 Worknest 1 406 ot ok stdens Dt | et e e o e st
, s Doyoutoon e mope sepkece et
+ Toresi e cfeent vays o clclte Cossions b s adltion snd subtractonfst anc hen
T ok ot 5 do s st e Vv o sy s Al rdr o avoid i s adion and subracin st and then ]
‘ . orShee Duig e e ey il e . o
* Toaeas a0 ot nordr o sobe o o ittt o Hieyoq st ot wh ictorsia e
e % ogramis it of mctins o Hoveyou verworked with nclors o o, rstwe do e caletons wsidethe [
o fowcn oo promers. e . S ——
. . formula. « Separate students into groups of 2-3, {ha radius of 5 cm,
o e e tion o oo o specic o R P o o
Toweiat R char & 3-epesenation ot n st s et R ot 251 Worshest 1doce Ak —
~ Ther ar specfc ypes of bones in a fowchart R ercentag tharadius of 5 cm, o
s s neeoco} . Implemantaion C & Do i csclpces T e s show et n sl
vt TS s 2o sty ~ . =
o students have o create  flonchar They symbol * Then hand out T.25.1.Werksheet 2docx” Ask bacellis to pressshiftss [m]
put thesteps nthe correct rder + To usethe Power function ) Stucentsto complete the actity. acellisto press shifts
B s o s ok e ot X651 Worhee 3 docc D sy L ——
R Mot 16 Scits v ot corectshap and iows fukar s neeoeo] S s v e e o e
X85 it 2 doe nrdr o complte o fomcrart Prevequisies s ey e st e s of E—
e minorder 5 e b
i caracnput ot s st 1 no th cor soqence of i
* The ey of dta Dications, i  Thetota buling cost must ot exceed lc € F 3
! : L froond 0o
and N + Digital Teens 2 Student's Book « Tell students that they can consult their Student's Pre-ordel
-+ Students hmintoa T2 et oo Book jontity Toxes Value Free  Total
e e e g et | S u] u] Hymrey) + Eresragedscusionamongs s and
S ion mpiton - Evlution T35 Bruton Sevcdonx Sy oty Gty i you s o
. . gy o s o v LT S d s T B
ey o e | e o o e . ipmant oot e v shee o vy sdere
‘down into smaller subunits. out the evaluation sheet 1o every. Sludc"l Microsoft Excel them to complete it. L] 2% 1
. o o Ot v remve |+ S T ey st s s oo 2
ik i s ot e o “
E PR s
 Check whih ot of o suets  danges
1. Start - Branstorming Completely understand and make any changes rata o o B I
B Pt i O =o3mshms
B T Some oo cots e oot he o} O ovme
i ol oo Mo e e o P Sl o o Farmating
ion of I
Bttt o o 554 prcent 1o oo ey st O 012" (s6rs8)
.~ Wete down the stepe on the whiteboard and ask . on the Formatting toolbar, Doing i, won't O -12'86+86
W L
U procas 1t e of e SR ity o e 00O e e
O -ms2
6 -an
O (127861863 O - @12'aere)'s
O =0.12*86+86*3 o 12*B6+B6*S.
. Vowie 5 [Tk N
Worksheet ‘ I [ | Worksheet 2 Twanie 5 [re + [ams |
st Jone | orksheet o [ome |
—— [P © e b s st oo (DO
rore. Harj that the mayor of your city assigns some research for the cons
the devies that are necessay for 2 omputer to work. On the d Level 5 |Modie 5 [Tk 1 [aus | 2 [wodie 5 |Task 1 o
nelghborhot o your group. Anaze the given data uslnga spresd
ofture sl h programstat rcareneeds It o vor sudents [owe | elihhortood o veur Broue Ane Worksheet - |
sutwhat 2 program? ot all, you haveto know tha Tome
+ coyouknowofany programs? T + Theradius of theround sauar s 50
« Whatappens when aprogram runs? + Thebudget s 1500
S . . + Youcanchoos ive iferent tems thatyour sauare can cona
Mark the beglnning of the process *  Below is a table of the construction costs which will helj
Give commands O calculate the total building cost. Make calculations and enter data
ndicate B whether the following Cost ($)/m? 1
Showdata O o orper datanto your Remember that
1. Acompute progam s o structos, > The toat bulding cost st niot exceed 15,00,
2. Computers understand he Enlsh anguae. Vakthesndoftheprocss O > The toal re f the fems st b aual o the rea o th square.
3. Progams e wrten b programmers n s, 1 25 Howere, gt
. Theeaespe programming ingungssuh as S Makeadection O ° e—— el
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i 4. There are algorithms inthe world of computers,butnotin 0 O sauare o -mra o —
he reatwort, o The Percentage”column depicts whatpartof th =3
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Effective Teaching Methodology

Computing and ICT - Sampler

—
(o)

\/ Let’s have a look inside Digital Kids Flyer (Grade 4)

Digibg Task 1
Task 2
Task 3
Task 4

Student's Book

e

& @ & 0

Module 1

Module 2

Module 3 S EEE
Module 4 —— Other Platforms section

Module 5 — Group Work Activity & Vocabulary

Student's Online Resources

Changes the distance between paragraphs
< Adds a border to a text

1 Changes theindentatcn of a paragraph
 Changes the distance between lines

Student’s Material

Teacher's Material

o Downloadable Content

o Modifiable Content —1 Online Module Test




Student's Book

4
J_— do you remember?

| 'mat a paragraph
. )

2 @ & fEd 0
[SlERS [ ]

e fie |1e

— Do you Remember section Theory Hands On Activity

Student's Online Resources

Which is the most popular sport in
your country?

a) Ping - Pong
b)lce hockey
c) Cricket

e word e means otherwise
and makes e programshorer

inmy counry.

worl,but think that €5 aotof fn.

They:
most ineresting sport of sl

— Digital Documents for Practice — Video Tutorials — eBooks Animated Stories (— Interactive Activities

Teacher's Online Resources

e o L S R— A
- Wodue 2 |Tek 1 =
t, size, italic, o o
B o o
ntation of a o 0
et o o
Bow. O ©
2Bordertoa o o
- o o
|| Teacher'sGuide | | Activity | | Self Evaluation Video
with Lesson Plans Worksheets Sheets Tutorials
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Scope & Sequence

SECoND | | Bisiea l
&/ |

Digital Kids
Starter (Grade 1)

© My computer

1. Dinosaurs and computers
2. They are every where
3. The computer

4. Click and type

@ Let's start

1. My desktop
2. Start a program
3. Text and pictures

4. My work space

© Let’s paint

1. Free drawing
2. Make shapes
3. Copy and paste

4. Save my picture

O Let's type
1. The notepad
2. Letter and words
3. Move around

4. Select and change a word

© Let's surf

1. The Internet
2. Communicate
3. Have fun

4. Learn

what students will learn

Digital Kids
Explorer (Grade 2)

@ ! use the computer

1. My computer
2. My desktop
3. Mouse and keyboard

4. My work space

@ I type a letter

1. I start typing
2. Change the font
3. Insert pictures

4. Save and print

© 1 visit the world

1. How to surf
2. The web page
3. Educational games

4. Copy from the web

O | have friends

1. My email
2.Send a message
3. Read and reply

4. Email rules

© | give commands

1. Logo and the turtle
2. Move the turtle
3. Draw a shape

4. Let’s have fun!

Digital Kids
Racer (Grade 3)

@ My devices

1. Store
2. Print
3. Capture

4. Interact

A My files
1. What is a file?
2. Organize my folders
3. Search and find

4. Start a program

© My first article

1. Work with text
2. Give a title
3. Make a list

4. Check and save

O My wired world

1. Search for anything
2. Knowledge treasure sites
3. Be polite

4. Safety online

© My first presentation

1. All about slides
2. Insert text
3. Insert pictures

4. Presenting is cool



Digital Kids
Flyer (Grade 4)

@ Learning the basics

1. My desktop
2. Files and folders
3. Control panel

4. Protect my computer

@ Working with text

1. Format a paragraph
2. Images - Advanced formatting
3. Spelling and grammar check

4. Print

© Communicating online

1. My friends
2. Forward an email
3. Send a file

4. Email tips

O Working with media

1. Create a sound clip
2. View images and videos
3. Fix a photo

4. Apply photo effects

© Presenting your ideas

1. Transitions and animations
2. Set the timing
3. Insert a sound or video clip

4. Transfer data across apps

@ Working with numbers

1. What is a spreadsheet?
2. Row - Column - Cell
3. Insert numbers and text

4. Simple calculations

Digital Kids
Genious (Grade 5)

@ Creating a document

1. Advanced formatting
2. Search and replace
3. Working with tables

4. Document views

@ Producing multimedia

1. Use capture devices
2. Create and edit a sound clip
3. Find and use multimedia material

4. Create an animated story

© Using communication tools

1. Internet and the web
2. Communication tools
3. Sharing your moments

4. Be secure online

@ Sharing your ideas

1. Blogging
2. Social media
3. Safety rules

4. Intellectual property

© Formatting numbers

1. Format a cell
2. Make calculations
3. Create a graph

4. Print a sheet

@ Collecting information

1. Gather data
2. Introduction to databases
3. Create a database

4. Sort and print

Digital Kids
Expert (Grade 6)

@ Designing a document

1. Presentation graphics
2. Columns and tabs
3. Header and footers

4. The final touch

@ Building a website

1. What is a web page
2. Design a web page
3. Add more pages

4. Publishing the web page

© Analyzing data

1. More calculations
2. Functions
3. References

4. More charts

O Handling data

1. Structured information
2. Use a data entry form
3. Filter the data

4. Create a report

© Programming the computer

1. Introduction to programming
2. How to design a program
3. Variables and commands

4. More programming

@ Let's have fun

1. Fun with shapes
2. What is datalogging
3. Robots!

4. Create your computer game
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‘R“'ids 1 Coding Scope & Sequence

J what students will learn

> Solve a problem > Digital Kids Go!
> Follow instructions

)
L

> Sequence
> Find the error
> Storytelling

ca

> ScratchJr programming environment > MIT ScratchJr
2 > Drawing > LOGO

> Display a message

> Control Blocks

B [

cn

> Flow control > MIT Scratchlr
> Loop (Repeat)

> Simple events (Key Press)
> Input/Output

CRETED



> Scratch programming environment
> Display information

> Sound effects

> Use Pen to draw shapes

5O
o
k-

> Design a program

> Flowchart

> Sensing Blocks

> Flow control

> Conditional operators

> Selections/Decisions (IF)
> Events (Key Press)

> Movement Blocks

QO

(=
&

> Sensing Block

> Loop (Repeat Until)

> Variables

> Calculations

> Complex decisions (If else)
> Conditional operators

0 ‘JN’ %\:\’
& @

Microsoft

Swall Basic

Tools

> MIT Scratch 3

Tools

> MIT Scratch 3

Tools

> MIT Scratch 3
> Microsoft Small BASIC

Jajdwes - D] pue buinndwo)
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‘R“'i ds 1 Robotics Scope & Sequence

J what students will learn

)
L

> Solve a problem > Bee-Bot Robot
> Follow instructions
> Sequence
> Find the error
> Storytelling
44"(\
% \
Bee-Bot
sy
> Draw shapes > LEGO® WeDo 2.0
> Assembling simple robot model > Edison Robot (EdScratch)
> Motors/Power > Makeblock mBot
> Simple calculations (with remote control)

educati‘nn EdScratch merblOCk
oo
> Flow control > LEGO® WeDo 2.0
> Loop (Repeat) > Edison Robot (EdScratch)
> Simple events (Key Press) > Makeblock mBot (Scratch)

> Input/Output
> Sensors/Information Processing (Motion Sensor, Tilt Sensor)
> Gears and other mechanical systems

A €dison
(2] education €dScratch makeblock




Grade

O\I

> Types of robots > Movement Blocks

> Positive and negative > Selections/Decisions (IF)

impacts of robotics > Conditional operators
(Comparisons)

> Test & debug

> Open Roberta Lab
environment

> Autonomous driving

> Scratch programming
environment

> Loop (Repeat Until,

Forever) > Gears and other
> EV3 Brick mechanical systems
Op. O
&

L
2

> EV3 Mindstorms programming environment
> EV3 Brick settings
> EV3 connections

AEVE t
mn education

> Creating shapes with precision movement

( Q
ﬁ ‘ j
S %
Nl
Welo20 [l TEEVI [ edoon
Am educstlon aducacinn €dScratch
> Complex decisions > Variables

(IF Else)
> Sensing Blocks

> More calculations

> Coordinates
> Control movements of

> Moving autonomously
two robots

2
WeDo 2.0 t & t
(z7] education aducacinn

edicon
€dScratch

€dison
€dScratch

Tools

> LEGO® WeDo 2.0 (Scratch/Makecode)

> LEGO® EV3
(Mindstorms programming environment)

> LEGO® EV3 (Scratch/Makecode) -
> Edison Robot (EdScratch)

> Makeblock mBot (Scratch)

> Open Roberta Lab (Virtual platform)

p- 7
ﬁ M RatrTa
LAB

makeblock

Tools

> LEGO® WeDo 2.0 (Scratch/Makecode)

> LEGO® EV3
(Mindstorms programming environment)

> LEGO® EV3 (Scratch/Makecode)

> Edison Robot (EdScratch)

> Makeblock mBot (Scratch)

> Open Roberta Lab (Virtual platform)

p- 7
ﬁ BA ROBERTA
LAB

makeblock

Tools

> LEGO® WeDo 2.0 (Scratch/Makecode)

> LEGO® EV3
(Mindstorms programming environment)

> Edison Robot (EdScratch)
> Makeblock mBot (Scratch)
> Open Roberta Lab (Virtual platform)

p- 7
ﬁ M RERtRTa
LAB

makeblock
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SECOND

EDITION

&

= . |Scope &S
| eong Scope® Sequence

Computing and ICT - Sampler

N
N

Digital Teens 1
(Grade 7)

@ Learning the basics

Computers and devices
The operating system
Files and folders

Basic settings

Hints and tips

Project

@ Creating a document

Formatting text
Advanced font formatting
Images and graphics
Working with tables
Check and print

Project

© Getting online

Surfing the web

Use online resources
Send and receive email
Organizing email

Be safe online

Project

O Working with numbers

Rows and columns
Advanced formatting
Simple calculations
Logical functions
Create a chart

Project

© Presenting your ideas

Slides, text and images
Transitions and animations
Sound and video

Charts and graphs

Tips and tricks

Project

Digital Teens 2
(Grade 8)

@ Collecting information

Introduction to databases
Filter and sort

Keys and relationships
Contact management
Lab data collection

Project

@ Designing a document

Tabs and columns
Headers and footers
HTML and PDF

Mail merge
Advanced topics

Project

© Multimedia presentations

Storyboarding

Capture and edit multimedia
Record your voice

Fix photos and add effects
Create an animated story

Project

@O Communicating online

Networking basics
What is a blog?
Social Media
Communication tools
Digital citizenship

Project

© Analyzing data

Complex calculations
Functions

References

Advanced charts
Import and export data

Project

Digital Teens 3
(Grade 9)

@ Handling databases

Structured information
Data entry forms
Queries

Reports

Import and export data

Project

@ Documents for a purpose

Text documents
Spreadsheets
Presentations
Project 1 — Leaflet
Project 2 — Labels

Project 3 — Market research

© Programming the computer

What is a program?
Variables and commands
Conditions and branching
Functions and subroutines
Have fun!

Project

O Deep diving
Advanced networking
Servers and storage
I'm an IT administrator
Data and network security
Cloud storage

Project

O ICTis fun

Design your website
Publish your website
Design your own game
Add gameplay interactions
Science projects

Project



Digital Teens 4
(Grade 10)

@ Computer science basics

Data manipulation
Computer architecture
Operating systems
Network fundamentals
Computers in society

Project

@ Working online

Working with documents online
Online meetings

Presentation broadcasting
Notes management

Mind mapping

Project

© Advanced imaging

Image essentials
Layers

Image adjustments
Retouch and enhance
2D animation creation

Project

O Desktop Publishing

From etching to DTP
Basic tools

Single-page design
Multi-page document |
Multi-page document Il

Project

© Developing applications
Programming concepts
Decisions and repetition
Database management
Classes, objects and inheritance
User interface and testing

Project

Digital Teens 5
(Grade 11)

© Building a website

Design a web page
Web hosting and SEO
HTML and CSS

Insert content

Web forms

Project

@ Graphics design

Vector graphics

Coloring and shaping
Adding text and reshaping
Making curves

More design tools

Project

© Interactive applications

Getting started
Designing the Ul
Animating objects

Adding interactivity

Working with sound and video

Project

@ Advanced multimedia

Video shooting
Video editing
Visual effects
The final touch
3D animation

Project

6 Project management
What is a project?
Organizing tasks
Create a Gantt chart
Create a diagram
Changing colors and fonts

Project

Digital Teens 6
(Grade 12)

@ Teacher

The gradebook

A school event

A topic presentation
A school trip

The school newspaper

The school blog

@ Sales manager

Make a proposal
Daily report
Sales notebook
Sales reports

A new product

A customer database

© Digital marketer

Plan your marketing stategy
Email marketing campaign
A brand blog

Create blog content

Blog and social media

Social media audit

O Web designer

Newsletter template

Code an email newsletter
Design a one column website
Code a one column website
Design a two column website

Build a two column website

© Application developer

Organize the data
Handling a database
Start building your app
Images and videos
Add a new record

Search with a filter
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SECOND

EDITION

—. | Coding Scope & S
& { “'eens } Wh?t st!t?e?ts Wicll(lzcgne equente
=

cn M

> Solve a problem > Operators > MIT Scratch 3
> Flowchart > Logical operators > Python 3 (IDLE)
> Sequence (commands) (AND, OR, NOT) > MakeCode & Micro:bit
> Coomehnaies > Variables (naming)
> Display information > Numbers/Strings
(Print) > Constants
> Get information (Input) > Calculations
> Events (Wait Until) > Comments
> Complex decisions > Use code to control
(If...else) an loT device

ARG oo

python™ Moot micro:bit

cn

8 > Visual Studio Code > Loop (For, range(), while, > Python 3 (Visual Studio Code)
programming environ- infinite loop) > MakeCode & Micro:bit
ment > Exit loop (Break)
> Conditional operators > Use code to control an
> Simple decisions (If) loT device

> Complex decisions
(If...elif, If...elif ...else,
nested if)

X & & O

Visual Studio Microsoft . L
Code pgthon Vakotode — Micro:bit

cn

> Modular programming (Lists, tuples) > Python 3

> Functions (parameters, > Draw shapes with code (Visual Studio Code)
arguments, Return) (tkinter library) > MIT App Inventor

> Local and global vari- > Events
ables (Key press, mouse click)

> Data structures

J & K O %

Visual Studio Microsoft . e
Code pUthon MakeCode micro:bit APP INVENTOR



10

11

12

> Loop (Nested loops) > HTML elements > MIT Scratch 3
> Drawing/graphing > Database management > Python 3 (IDLE)
> Data structures (Nested lists) > Classes, objects & inheritance > MakeCode & Micro:bit
> Functions (len, sum, max, min) > User interface and testing Python > App Inv
> Mobile app development 3 (Visual Studio Code) > HTML 5
> Mobile user interface design > Python 3 with Raspberry Pi > visual basic
> Create a website with Visual > MIT App Inventor > rasberry
Studio Code > HTML5 (Visual Studio Code)
> HTML grammar and syntax > VisualBasic.NET

J @ vp

Visual Studio pgthOﬂ .ne-t

Code
[ Syliabus
> Dictionaries > Create a mobile app prototype > Python 3
> Files (read/write sequential) > Test mobile app for accessibility (Visual Studio Code)
> Recursion > Use HTML and CSS tags to format > MIT App Inventor
> Global variables a web page > HTMLS, CSS3
> loT — GPIO programming > Responsive web pages with (Visual Studio Code)

> Mobile application development (625 pyilien & (el Sivells Gt

with accessibility standards > Python 3 on Raspberry Pi
> Design a user interface for people > MIT App Inventor
with special needs > HTML5 - CSS3 (Visual Studio Code)

n P ‘_ HTML CSS

Visual gltudio pgthOﬂ

Code APP INVENTOR
oo
> Algorithms > Web server & RDBMS Python 3 > Python 3
> Bubble, Selection & Insertion Sort (Visual Studio Code) (Visual Studio Code)
> Linear & Binary Search > HTMLS5 - CSS3 - JavaScript (Visual > HTML5, CSS3, Javascript
. . . Studio Code) (Visual Studio Code)
> Interactive elements with JavaScript ]
> Node,js > note js

> Server-side Form processing

ﬂ P ‘ HTML cSSs JS
Visual Studi E E
ISuCaOdeu © pgthon APP INVENTOR
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Robotics Scope & Sequence

what students will learn

cn M

Computing and ICT - Sampler

N
(09}

> Follow instructions

> Assembling a robot
model (Driving Base,
Loader)

> Data Wires
> Variables
> Calculations (Compari-

son symbols, arithmetic

operations)

education

> Conditional operators
(Logic operators)

> Loop (Until)
> Sensors (Touch /Color)
> Flow Control

education

> Modular programming
> Code reuse

> Code organisation

> Modules (My Block)

€dPython

€dPython

> Strings
> Display messages

> Complex decisions
(IF Else)

> Loop (Forever)

> Sensors/Information
Processing (Ultrasonic
Sensor)

> Motors (Large/Medium)

=

makeblock

> Acceleration
> Deceleration
> Cruise control

€dPython

makeblock

[mBot]
makeblock

> LEGO® EV3
(Mindstorms programming environment)

> LEGO® EV3
(Scratch/Makecode)

> Edison Robot (EdPython)
> Makeblock mBot (Python)
> VEXcode VR (Scratch)

> Open Roberta Lab
(Virtual platform)

VEX | mAg

CODE VR

wwwwwwwwww

Tools

> LEGO® EV3
(Mindstorms programming environment)

> LEGO® EV3 (Scratch/Makecode)
> Edison Robot (EdPython)

> Makeblock mBot (Python)

> VEXcode VR (Scratch)

VEX | mA g

CODE VR

wwwwwwwwww

Tools

> LEGO® EV3
(Mindstorms programming environment)

> LEGO® EV3
(Scratch/Makecode)

> Edison Robot (EdPython)
> Makeblock mBot (Python)

/ E x [ T [
CODE VR LAB
vEX NED



10

11

Grade

> B

Data Logging

A\

> EV3 sensors for data collection
Export EV3 data file to Excel
Import EV3 data file from Excel

A\

\%

\Y%

Display data diagrams
OO

&
L
L
SEV3

@ education {t}

> Use Python to control a robot

> Use Python to draw shapes
> Use Python to detects obstacles

> Design a robot model with a mechanical arm
and lifting system (Prototype)

> Visual Studio Code programming environment
for LEGO® EV3

> ev3dev Visual Studio Code extension

MicroPython

> Assembling a robotic arm

> Gears and other mechanical systems
> 3D Coordinates

> Robotic Arm Calibration

> Fundamentals of Kinematics

> Operating a robotic arm with Python

SEV3 MicroPython

Tools

> LEGO® EV3
(Mindstorms programming environment)

> LEGO® EV3 (Scratch/Makecode)

Tools

> LEGO® EV3 (MicroPython)

Tools

> LEGO® EV3 (MicroPython)
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Welcome to

Digital Kids Starter

Key features and sample pages

Pigit.al

| sECOND EDITION

discover more at binarylogic.net




Key Features

An innovative approach to teaching Computing and ICT
written by a team of educators.

Follows latest Computing =
and ICT teaching standards My workspace
& requirements.

Be careful with the cables.

Each book has four or five ((Don't eator rink n the computer room.
modules. Each module provides
a range of tasks and activities
that help students to develop
their Computing and ICT skills
and allow teachers to monitor
the students’ progress.

[ A S

|

2.Let’s start /| My workspace

I Copy a selected shape and paste it.

I ™ Use right-click to copy a shape.
5 o880

3. Let’s paint / Copy and paste

43‘

Y
g

@il

Clear learning objectives New content continually updated
and functional skills. according to changes in technology.
Clear explanations and illustrative Students learn how to work with
contemporary examples. many different platforms and tools.
The activities are based on school The online video tutorials guide the
subjects taught in each grade. students through each task.
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Computing and ICT - Sample Pages - m
DIGITAL KIDS STARTER MODULE 2 5
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TASK 1

o
)
i
X
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Q
°
>
=

is is my desktop.

[I always start my work here.

w
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TASK 2

Start aprogram

DIGITAL KIDS STARTER MODULE 2
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© 11:20AM




™ The program window.

© 11:20 AM

© 11:20AM

© 11:20 AM

g X

© 11:20 AM
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TASK 3

Text and pictures

e Your digital files for learning and having fun.

DIGITAL KIDS STARTER MODULE 2

(%]
)
o
©
o
£
a
£
©
]
'_
Y
)
=
o
o
c
£
5
a
&
9]
(W)

2
Lo
m




CUO/AVUV AYN | #iGgd 40 | ¢

m: % ®- E @ Computing and ICT+ Sample Rages -
d DIGITAL KIDS STARTER MODULE 2




TASK 4

My workspace

Be careful with the cables.

[Don’t eat or drink in the computer room.
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B Sit in the correct way.
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™ Who is right? Mark with &.
WS

Who is wrong? Mark with ©.




Welcome to

Digital Kids Genius

Key features and sample pages

Genius

D-g-t.‘ll

sgcono EDITION

discover more at binarylogic.net




Key Features

An innovative approach to teaching Computing and ICT
written by a team of educators.

Follows latest Computing and ICT L r——— —
teaching standards & requirements. plntehietandsisweb g
R

Each book has four or five modules. i

Each module provides a range of tasks and
activities that help students to develop their
Computing and ICT skills and allow teachers to
monitor the students’ progress.

 huge mltinational
company uses a WAN to conect s
e work

= sen - — o - | HowtoReply, Repiy All,

= " Forward an email message
and attach a file

> Open an email message that you have:

The “do you remember?” section focuses on
important points which students need to revise.

3. Using communication tools

Clear learning objectives
= | and functional skills.

2

R

E

U3

File extensions

Clear explanations and illustrative
contemporary examples.

The activities are based on school
subjects taught in each grade.

b

> select Open folder to view fles. O

> The vindow that contains your photos
willappear. ©

> Cutor Copy and Paste them where

£l youvant

Bits and bytes.

Photo
Sound recording
Song

Project-based learning

video

= afa o The group-work activity consolidates
(s 0 o o o o skills previously taught and encourages

students’ collaboration. Most group-work
@®e®e

activities are cross-curricular.

New content continually updated W

according to changes in technology.

Now you have learned how to:
> format ces.

> merge cells

> wrap text.

> make calculations.

> use functions.

> use charts to present your data.
> print.

Apple Numbers.

GE»c D ®

Students learn how to work with many
different platforms and tools.

Sheet to Go for
Google Android
s

The “Other platforms” section at the end of
each module shows some of the available
alternatives. The online video tutorials guide
the students through each task.

New vocabulary is organized in related topics.

2 5. Formatting nun'%s / Other platfor:
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Jajdwes

IN
o



|| M ,
j 1§

1. Creating a document
M WY 4
_J

mH
oW
—)
°3
20
=
a3
- Z
L
=
58
2x
=
2E
5]
Sa
GRADE

&
L oa
<% ‘5

> D




Hi! Welcome back!

It's time to learn how to
make your documents
more attractive and easier
to read. Sometimes you
have to find and replace
words or phrases clearly.
Also, you may want to
show some information
and make it stand out
from the rest of the text.
What do you do?

Use a table, of course!
Are you ready to start?
Let's go!

After this module
you will be able to:

> change the character
spacing of a word.

> find and replace a word
or a phrase.

> create and format tables.

> change the view of your
document.

o AN

Learning objectives

In this module you will learn:

> the correct use of spacing
between lines and characters.

> how to find or replace a word
quickly, anywhere in the
document.

> how to edit and format tables.

> to choose the best document
view according to your needs.

Tools

> Microsoft Word
> LibreOffice Writer
> Apple Pages

> Docs to Go for
Google Android
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do you remember?

s - < &« | a- || HOW to choose a font

B I U-aex x| fA-%-A-| >Change the Font.

font =1 > Change the Size of the font.
> Make the font Bold.
> Make the font Italic.
> Underline the font.

> Change the Color of the font.

How to format a paragraph
> Align a paragraph.

> Adjust the Line Spacing.

Paragraph ]

> Put a Border around the text.

Computing and ICT - Sample Pages
DIGITAL KIDS GENIUS MODULE 1

> Insert Bullets or Numbering.

GRADE

How to format a picture

> Remove the Background of an image.

> Change the Style of an image.

> Change the Position of an image.

> Change the Wrap of the text around

the image.
AutoSave (®_off) Document1 Picture Tools BinaryAcademy
File Home Insert Design Layout References Mailings Review  View Help Format P Search 14 Share {1 Comments

EE - Ecor = 2 picture Border ~ r Position + [Send Backward ~ 18] JZ[ Mazem =
= A2~ == =1 == =g 5 — 3 wUj4. -

i Eig Artistic Effects~ &~ ~ P p 2 |~ & Picture Effects v = 0= Wrap Text ~ E’E Selection Pane -
Remove | Corrections —e== = = . Alt ’ = Crop =43 cm -
Background v E[d Transparency~ £ - G5 Picture Layout ~ Text [JyBring Forward ~ [ Align ~ SIS — =

Adjust Picture Styles 1 | Accessibil... Arrange Size [F1

How to check for mistakes

> On the Review Tab, in the Proofing group,
click Spelling & Grammar.

Amazing animals

“ > In the window that will appear select
the word you want from Suggestions
- and click Change.

it i andto
build friendships with others, but in fact 3imimalsare capable of more extraordinary things
than you might imagine. Find out why.

Tarra the Elephant

Tn many cultures, elephants are a symbol of wisdom and are known for having an
brain of all land animal i intelliger

is evident in their ability to learn, use tools and even in their sense of humor. They are

very sacial animals and although they live in herds, they spend their lives in pairs

devoted to a best friend. iendshi 11 buti

> If you want to ignore the word,
———— vyl click Ignore Once.




TASK1 |

. Advanced formatting
i |

You already know how to quickly format a paragraph. Now let's explore some more &

options. In Microsoft Word, most of the advanced formatting options are on the

Home tab AutoSave (& off) 9~ Documentl BinaryAcademy %
File Home Insert Design Layout References Mailings Review View Help O Search & Share
ﬁj[x caiGoay 11| & 4" pa [ o || = | | aaBbcene| asgbcene AaBbC | | | © 1
Ptz BIU-axx A-2-A- T Normal | T1NoSpac... Heading1 || | Editing ez

Clipboard 1 Font & Paragraph 5] Styles [} Voice

Character Spacing

Characters are the letters, numbers and symbols of the text. Character spacing is the distance
between the letters of a word. We use this for many reasons: Sometimes you need more space
between characters to make your text easier to read or you want to make the reader pay
attention to a specific word without changing the word or phrase to bold or underlining it.

To apply character spacing:
> Select a word or phrase.

> On the Home tab, in the Font group,
click the expand button. @

°op
@3
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FS
=3
T
o2
mnN
2
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> In the Font window that will appear
click Advanced tab. ©

Character Spacing

100% v

. . Spacing; ‘Normal |C] By: _
> In the Spacing € drop down list, i | i
SeleCt Expanded |f yOU Want tO Dger ing for fonts: [ %{ Paints and above

increase the space or Condensed
if you want to decrease the space. @

> In the By text box @ you can adjust the fbef spacing: @:‘
spacing in points (3pt is about 1 mm). Sm’_"b '“’:'f’“ %

JEE can change the width of the M 7; calibri

CharaCters- More than 100% Wi" This is the body theme font. The current document theme defines which font will be used.
make the characters wider and less
than 100% will make them narrower.

J Set As Default | | Text Effects... [ o ]| cance

[ZELT moves the characters you

selected above or below the line Normal -
of the rest of the text (baseline). o
J Expanded
Condensed

Position is not the same as Superscript or Subscript.
It doesn’t change the size of the font, like they do.



Lines and paragraphs

When you type a lot of text, you should follow some rules.
For example, when you create a paragraph, keep typing until
you finish it. Don't press after each line. The program
will take care of everything and wrap your text to the next line
automatically.

This is a paragraph with continuous typing:

Last Saturday, my friend came over for a visit and we spent the whole day together. First, we
went skateboarding in the park. He’s a great skateboarder and showed me a lot of tricks.
After that, we walked around the city for a while. Then we had lunch. We also ordered
chocolate milkshakes. Delicious!

Press only when you want to create a new paragraph or add a new
item in a list with bullets or numbers. The program will automatically add
more space between paragraphs to make the text easier to read.

Last Saturday, my friend came over for a visit and we spent the whole day together. First, we
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Went skateboarding in the park. He’s a great skateboarder and showed me a lot of tricks.
After that, we walked around the city for a while. Then we had lunch. We also ordered

Chocolate milkshakes. Delicious!

(o}
0
>
o
lul

Take alook! There is extra space between
the lines and capital letters in the middle of
the sentences! This is a sign that you have
pressed at the end of a line, when
probably you shouldn’t have.

Last Saturday, my friend came over for a visit and we spent the whole day together. First, we
went skateboarding in the park. He’s a great skateboarder and showed me a lot of tricks.
After that, we walked around the city for a while

Then we had lunch.
We also ordered ch@wnilksh

Press m + to break

the line without a new paragraph.

1. Creating adocument / /




Show / Hide non-printable characters
To see if you have pressed or i)+ @) try the

following steps: On the Home tab, in the Paragraph group,
click the Show/Hide button. @ By clicking this button you can

o

see these non-printable characters on your document where SLiELi. | EE |4
you have pressed (GIEED EXTZD CIED etc. — e
E == = Q vy
. Paragraph x
Look at this example: 97p
g 1 1 1 2 1 3 1 4 1 5 1 6 1 7 18 9 1 10 1 11 1 12 1 13 1 14 . |&
( ! isfor
: @5 . id Enter <
Last-Saturday,-my-friend-came-over-for-a-visit-and-we-spent-the-whole-day-together.-First,-we- m -
went-skateboarding-in-the-park.-He’s-a-great-skateboarder-and-showed-me-a-lot-of-tricks.- 1 isfor
After-that,-we-walked-around-the-city-for-a-while.-+
Then-we-had-lunch.{¢ - is for @D
We-also-ordered-chocolate-milkshakes.-Delicious!q \ - is for

on the Show/Hide

-~

Don’t worry about these symbols.
You don't have to hide them
before printing. They are not

printable. To hide them, just click

button again.

Type three paragraphs on how you spent
your last weekend. Remember the rules
about the use of CIEED.

Type the following text and format it the
same way on your computer. Don't use
the spacebar to create extra spacing!

The Solar System

There are eight planets in our Solar System.
Starting from the Sun, there’s Mercury,
Venus, Earth, Mars, Jupiter, Saturn,
Uranus and Neptune. Some planets

are bigger and some are smaller than Earth.
Some are hotter and some are colder.
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TASK 2

Search and replace

Sometimes you want to find a word or phrase somewhere in the text and replace
it with another one. If the document is large, you need a lot of time to read all of
it. Imagine trying to find a single word or phrase in a document with 20 pages!
Difficult, isn't it?

Let's see how we can find any word in our document easily.

To find a word or phrase:

> On the Home tab, in the Editing group,
click Find. ©

> The Navigation panel @ will appear on the side.

> In the Search Document text box,
type the word you want € and press (GIEED.

> The program will find and highlight all the places
in your document containing the word or phrase

you typed. @

File Home Insert Design Layout References Mailings Review View Help £ Tell me what you want to do & Share i

b Al AV =Y — S — = = Find
flrj[%g Calibri (Body) ~[12 ~| A" A" | Aa~ Ao | i=-i= 5=~ =53 bow 8] 9O AaBbCcDc| AaBbccDe AaBbC /SR I
Y ¢ Replace
Paste 2 = = = h= . =
Sy B I|U-~ab x, x A~ 2~ A I EREEE | I=E g v T Normal | TNo Spac.. Heading1 |+ b G
Clipboard = Font (] Paragraph (] Styles P Editing
|_|~a?|-1-|-2-|-3-|-4-|-5-|-6-|-7-|-8-|-9-|-10-|-11-|-12-|-13-\
File Home Insert Design Layout References Mailings Review View Help £ Tell me what you want to do 1A Share 3 Comments
& = ~ A =, =3= A PFind ~
ﬁ”:] [T Caibei o ~[12_- REENIESI B wr | =2l AaBbCcD¢| AaBbCcDc AaBbC - &% Replace @
C -
Past — = i Dictat
a- € I U a6 x, X A- O~ A Ol = == =0 has g‘ v T Normal | TNoSpac.. Heading1 |+ N Sgect~ "vae
Clipboar Font (] Paragraph (] Styles (] F .iting Voice
: = L|-e?|-1-|-Z-|-3~|~4-|-5-|~6-|-7v|'8-|-9-|'10-|-11|-lZ-|-13-|-14~|d1!
Navigation EOE
i T
- Tarra the Elephant
lelephant X - -
Result 1 of 5 A | - In many elephants are a symbol of v“.uom and are known for having an
Headings  Pages  Results © excellent me . They have the larges* “.ain of all land animals and their intelligence
g is evident in their abilit *= _arn, use tools and even in their sense of humor. They are
Tarra the Elephant )

In many cultures, elephants are a symbol of wisdom
and are known for having an excellent memory.

" very social animals and although they live in s, they spend their lives in pairs
i devoted to a best friend. These friendships b lephants are well-known, but in

elephant sanctuary in the United States, unusual friendship blossomed.

to a best friend. These friendships between elephants
are well-known, but in an elephant Tarra, elephant, chose Bella, a dog, as her best
friend. The odd pair loved spending all their time together,
eating, sleeping and playing. Then one day, Bella had an

accident. For the entire three weeks it took her to recover,

between elephants are well-known, but in an elephant
sanctuary in the United States, an unusual

Tarra, an Asian elephant, chose Bella, a dog, as her -

getitiendiibeloddipanilorediperdinglall Tarra waited outside the sanctuary office. She was free to

wander the 2200 acres but she was loyal to her friend and
chose to wait for her to get better. It just shows us how

n animals don’t consider differences when they choose their
- friends.

]




Microsoft Word has a tool that can search an entire document to find the word or
phrase you want and instantly replace it with another one. It's called Find and Replace.

To replace a word or phrase:

> On the Home tab, in the Editing

group, click Replace. @

> The Find and Replace e window B Y] finds the
will appear. word/phrase and
replaces it with the

> In the Find what text box, type the
word or phrase you want to find. €

> In the Replace with text box,
type the new word or phrase. @

> Click Replace. ©@

you want to do 1 Share 7 Comments
B L OFad - |
AaBbC E (,bc Replace
Heading1 |+ N Seect~ -
(P Edit g Voice
©8 .1 104 M1 g 11 o130 14 1405

\2

O ==xumm

File Home Insert Design

‘x’ Calibri (Body) ~|12 ~|A"
() emioes -

ree o |H * B> x < |

Clipboard & Font

£

word/phrase you want
everywhere in your
document. Double

FOELTET shows the

next place that this
word or phrase exists

check before you click it. in your document.
Find and Replace ? X
Find Replace  GoTo
Find what: |peop|e \ l
Options: Search Down \ /
Replace with: |persons| o \ /
| Replace | | Replace All | | Eind Next I | Cancel |

Bz...Press 3+ to
open the Find and

Replace dialog box...Bz

\

If you change your mind
about a word or phrase
you replaced, or if you yd

make a mistake, you can

correct it with Undo.

On the Quick Access
Toolbar @ at the top of

the program window,
click the Undo button @

or press (CD+ED. p

T 37NAOW SNIN39 SAIX 1vLI9la
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Type the following text and try
to replace the words below with >
synonyms from Thesaurus:

voyage, reached, famous,
explored.

Captain James Cook was a famous explorer.
He was born in England in 1728. In 1768, he went
on his first voyage to the South Seas. On April 19*
1770, he reached and explored the East Coast of
Australia. Cook named the place he reached first
Point Hicks, after one of his sailors.

1
et
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Bz...Find the words:
Find, Replace, Table, Advanced,
Spacing, Character.
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A/NIE|/R|ILIOJA|V|R|JE|P|]IT|O|P|A|C|S|Q
HIR|E|F|E|G|H|J|U|IT|R|C|M|B|Y|H| K|L
Z|S|F|I|N|D|D|/A|JT|E|X|G|E|V|S|L|E|E
EIF|E|G|H|/D|/VIR|G|T|R|E|P|L|A|C|]E|N
C|J|F|D[X|V]O|IQ|C|K|E|B|E|JE|[P|O|H]|V
AINIT|IT|V|I|R|UIH|IQIC|Z|Z|C|D|G|R|E
EIR|F|A|/B|/H/E|RIDIG|T|A|E|R|B|G|R|H
A/FID/B|D/V|S|E|R|T|Y|B|F|B|D|F|R|V
EIE/W|LIQB|C/IH|A|R|A|C|T|E|R|RJE|F
KIG|Z|E|A|V|B|S|OJA|N/W|B|Y|U|N|M|I
R{VIK|J|ID|V|S|E|L|T|Y|B|F|B|D|F|R|V
EIV|S|P|A|C|]I | N|IG|C|T|A|N|JE|R|L|OJ|A
| MY N|K|G|Z|O|[N|V|B|S|F|B|D|F|R|V
HIR|IE|F|E|G|IH|J|G|T|A|D|V|AIN|C|E|D
4 RIVIUM|O|A|V|IR|E|O|/A|V|R|E|P|]I|O|A




TASK 3

Working with tables

When you want to work with numbers and other data, you use a
spreadsheet. But what do you do when you want to show organized
information in a text document? For example, you may want to group the

personal details of your

classmates together, like their names, last names,

addresses and phone numbers, or your school schedule. In this case, you
can you use a table. This kind of table doesn’t have four legs! It's a grid
cells, like on a spreadsheet.

with rows, columns and

Document1 Table Tools  BinaryAcademy

File Home Insert Design Layout References  Mailings Review View Help Design Layout £ Search

B

Pages | ' Table

52 v

L'_‘(')Shapa' =

4x4 Table

00
000000
o 000000

|| [ [ [ [ |
E Insert Table...

B# Draw Table

GH Convert Text to Table..

E Excel Spreadsheet

R Quick Tables >

/TN

Fd3 Pictures 5 Icons d;l] i) Eé @ —Lj:l [® Header ~ - Z-

F& Online Pictures @ 3D Models ~ r@l 2

. Footer ~
Add- Online Links Comment @ Text 2

ins~ Video = [A) Page Number ~ Box~ A= g] -

h Media Comments Header & Footer Text

To create a table:

> On the Insert tab, in the Tables
group, click Table. @

> In the menu that appears, select the
size of the table you want by moving
your mouse vertically and horizontally
across the boxes. For example, choose
4x4 to create a table with 4 rows and
4 columns. &

> A table will appear in your document. ©

> To type text, just click inside a cell and
start typing.

A table consists of rows, columns and cells, but they
don’t have names like on a spreadsheet. If you want
to do complex calculations, use Microsoft Excel and
then copy all the cells to your document as a table.

T 37NAOW SNIN39 SAIX 1vLI9la
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Formatting a table

It's very easy to format your table using the Table Styles group,
or create a custom format.

AutoSave (@ off) )< = Document1 Table Tools  BinaryAcademy [ = O
File Mailings ~ Review elp Design Layout £ Search it (=N
hede O @pply a style: A . 0
] Total R . e = A
> C||Ck SomeWhere Border Borders Border
Bande Styles ~ Z Pen Color ~ v Painter
in the table
int ° Table Styles Borders [ A
~— > On the Design tab,
in the Table Styles
group, click the style
you like. @
> The Sty|e you onday Tuesday Wednesday
selected will change 2 o il p
lysics Geography Math
the appearance of usic Biology Language |
the entire table. © U

You can also make a custom style if you want to. To do this, you can use
the Borders or Shading buttons. Borders inserts lines around a table
or inside a grid and Shading colors the cells.

DIGITAL KIDS GENIUS MODULE 1
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Table Tools  BinaryAcademy =

To use shading: Design  Layout © Search

A ——

> Select the area

(o}
0
>
o
lul

% pt -
of the table you o | s " —
want to change + Sylesw ZPenColors .
¥ 1 pt -
the color of. R | Borcer ' Borde} I Borders
& - Styles - 2 Pen Color ~ =
> On the DeSign Theme Colors rs

tab, in the Table u llll@a- —mr

Styl  click N
e T

. Standard Colors
> Click the color you EEY EEEEEN

want to apply to B NoColor
your table. @

As always, you first select the area you
want to format and then apply any
format you choose from the menus.




To use a border:

Bottom Border

> Select the area of

Top Border —
the table you want. P Il
> On the Design Right Border
tab, in the Borders No Border
group, click the All Borders
Qutside Borders

small arrow. @

Table Tools  BinaryAcademy

Inside Borders

> Click the type of
border you want. My | ——— 45 H]?

Design Layout . .
— Inside Horizontal Border

Inside Vertical Border

i S\

g —1 % pt v .
For example Right Shamoq) || o WPP - A R Diagonal Down Border
= + L& Pen Color - = o i
Border. o Styles jlatater Diagonal Up Border
Borders = -
:—; Horizontal Line
Eﬁ. Draw Table
B View Gridlines
. G
Ed.t your table [ Borders and Shading...

Sometimes you may want a larger table than the one
you created. Good news! You don’t need to start all over
again. You can add rows and columns to an existing table.
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AutoSave Do ) e Document1 Table Tools  BinaryAcademy O X
File Home Insert Design Layout References Mailings Review View Help  Design Layout £ Search g =l
Header Row First Column | & ?‘ i F‘j
[J Total Row [ Last Column e Yept v ‘ ﬂ
_____ il = == I === ] | =] _‘ Shading Border —_—————Borders Border
Banded Rows [] Banded Columns id - Styles Z Pen Color~ ~  Painter
Table Style Options Table Styles Borders (F] ~

n

Toadd arow
Monday Tuesday [CalibriB ~[11  +| A* A” =
or a column: | e e (CB”’I(B:[‘; ;‘\A =
: = v_vgv_vg"lSErtDElEte‘
el lick th I Physics Geography I :

> ng t-click the ce Music Biology ll-;-"':-

next to which you B con | [

want to add a row £y PasteOptions: |

or a column. & E&E

;D Smart Lookup

> On the pop-up Snonyms > |

menu click o B3 Toghle j

Insert > ZH Insert Columns to the Left

Insert' o Delete Cells... ‘EE Insert Columns to the Right

> C||Ck one of E  Split Cells... igﬂ Insert Rows Above |
. Border Styles > Eﬁ Insert Rows Below

the OpthﬂS, for lé Text Direction... ;ﬁ !

example, Insert S TeblePropertes... |

Columns to @ Lk :

the Right 9 English (United States) 87 New Comment e - I T 2%
> A new column will / ‘

ew Ccolu -

appear on the right

side of the selected A (UIT=1 ElENInsert Columns to the Left}insert|
o Rows Abovelinsert Rows Belowfiginsert Cells..

to add a single column, row or cell in the table.



To delete a row or a column:

> Right-click any cell on the row

or column you want to delete.

Calibri (B ~ |11~ : H ﬁ. @.
> On the pop up menu, click B I = S Insert Delete

Delete Cells... © Tuesday ey
Art - y—
> Click Delete entire row or Geography By Copy
Delete entire column to delete Biology i3 | Paste Opts
a row or column. © = (= e (e
g Smart Look
> Click OK. J e bocleg

Synonyms 4

& Translate
Insert »
Delete Cells... o
B Split Cells...
Border Styles 4

“ﬁ Text Direction...

ﬁ% Table Properties...

Delete Cells ? X Link 4

New Comment
15 words I:IS English (United States)
O Shift cells up

= B B -——
O Delete entire row

-
(O Delete entire column

ok || cancel
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Create a table for your school
schedule. Put the days in columns,
the hours in rows and the subjects
< (n the cells. Format the schedule
as you like. Use a big font size
and print it for your desk.




TASK 4 !
Document views

to share it on the Internet or just create a long list of ideas. To work more
effectively, you can view your document in different ways, like Print Layout
or Web Layout.

Sometimes the document that you create is not for printing. You may want &

AutoSave (@ off) Bl == Document] BinaryAcademy

File Home Insert Design Layout References Mailings Review View Help 0O Tellme it
E_r'| [E] outline D—l IE o= Q 3 = F
_@ =l Draft '<|J) — 5 :Q) u@
Read | Print  Web Learning | Vertical Side Show | Zoom | Window | Macros | Properties
Mode [Layout Layout Tools to Side M > & 2

Views Immersive | Page Movement Macros SharePoint
i KSR TR RO TR RS- BTN R TR R R .

You can explore

theseoptionson | .- Amazing animals
the J[5% tab, in L
the m groUP-J : You might think that what makes us different from animals is our ability to think and to

build friendships with others, but in fact animals are capable of more extraordinary things

°op
@3
<]
FS
=3
T
o2
mnN
2
s

s°
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£2
m'g
R0

The m \ . than you might imagine. Find out why.

is the default view
: : lTarra the Elephant
for Microsoft : Tarra the Elephant
Word. It show! & = =
ord. It shows : In many cultures, elephants are a symbol of wisdom and are known for having an
you how the : . - e
. excellent memory.They have the largest brain of all land animals and their intelligence
document will - i : S : -
look It . is evident in their ability to learn, use tools and even in their sense of humor. They are
l:ott ontpaper'.:h.s : very social animals and although they live in herds, they spend their lives in pairs
etterto us? '_S ™ devoted to a best friend. These friendships between elephants are well-known, but in
document view if - . . . .
an elephant sanctuary in the United States, an unusual friendship blossomed.

you are going to
print your work. -) s Tarra, an Asian elephant, chose Bella, a dog, as her best
friend. The odd pair loved spending all their time together,

eating, sleeping and playing. Then one day, Bella had an
accident. For the entire three weeks it took her to recover,
Tarra waited outside the sanctuary office. She was free to
wander the 2200 acres but she was loyal to her friend and
chose to wait for her to get better. It just shows us how

animals don’t consider differences when they choose their
friends.

Page 1 of 1 400words [[2  English (United States) E B -

Sometimes you spend a lot of time in front of your computer. You don’t
want to injure your neck or back so remember to sit properly when you
work at your computer. “Mens sana in corpore sano” as the ancient
Romans have said - a healthy mind in a healthy body.



Read documents

The best way to read a document is to select the Read Mode. This type of view includes
some features that have been designed for reading instead of writing.

. Document]
To see your document in Read i
mode. File Home Insert Design Layout References Mailings Review View
. . . =m [=] Outline I EE o= O\ +|j
> On the View tab, in the Views 8 =i L) El CER) _
g Read | Print = Web Learning | Vertical Side Show | Zoom | Window
group, CI'Ck Read Mode. o Mode [Layout Layout Tools to Side ¥ = '

Views Immersive | Page Movement

> The document will cover the
entire screen and most of the 3
buttons are hidden. ©®

Document1
> To edit the document click the B [ 7 eitDocument
VieW ta b. o lavigation Pane 1 1
Dwmene 37ing animals
> In the pop-up menu that L3 show comments
appears CIiCk on Yo hat makes us different from animals is our abil-
/ S| columnwigth  *
o - Edit document o ity to t - iendships with others, but in fact animals are
w . [ Page Color 4
Es‘ capable L) Fraeca nary things than you might imagine. Find out
i) Q wh I.—PE Layout ¢
29 . v
£z Read Mode automatically rarpg T S
n o . . arra
o2 resizes the text, using larger 8, 1o spacng
S} 3 [ d f t t . In| ) 1ants are a symbol of wisdom and are known
2 g columns an onts to view for h A ead ous 1emory. They have the largest brain of all land
EE the document and make it animals and their intelligence is evident in their ability to learn, use (
= H H tools and even in their sense of humor. They are very social animals
<
é':_; blgger and easter tO read' and although they live in herds, they spend their lives in pairs devoted
O =
(U]

V to a best friend. These friendships between elephants are well-known,

but in an elephant sanctuary in the United States, an unusual friend-

ship blossomed.
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Tarra, an Asian elephant, chose Bella, a dog, as her best

friend. The odd pair loved spending all their time to-

gether, eating, sleeping and playing. Then one day, Bella

had an accident. For the entire three weeks it took her to

recover, Tarra waited outside the sanctuary office. She
was free to wander the 2200 acres but she was loyal to
her friend and chose to wait for her to get better. It just shows us how

animals don’t consider differences when they choose their friends.

Fie  Outin|Home Insert |Desigi Loyou | Refere Mailin Revie | View | Help | O Tellme e Hom Insert Desig Lo Reer il Rvie View Help | O Tellme

=) Elouine
e

A aw ol Rend Pt
) Show it Line Only e

Outine Tools

o
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shows your OIMOE is a special The default view in older versions of Microsoft
document as a web page. Use view that makes Word was WE In this view, you cannot see the
this layout if you prepare text text look like a list actual margins of the page. Use this layout only
and pictures for the Internet. of items. if your computer screen is too small for Print

Layout.



Use the zoom slider on the bottom right corner of your window to make your document
appear larger or smaller on screen. If you want to work on small details, zoom in (>100%).
If you want to see the whole page or more than one page together, zoom out (<100%).
Of course, this will not change the size that the text or pictures are printed when you
print the document.

Bz...You can change the view
of your document much faster
with the small buttons on the
status bar at the bottom of the
program next to the zoom slider.

|4

Read Print Web
Mode Layout Layout

hands on!

Are the following
sentences true or false?

J

. The default view in Microsoft Word is Draft.
True| | False| |

2. You use Web Layout to see how the text will
appear on the web.
True| | False| |

3. You always have to use Outline before you
print a document.
True| | False| |

4. When your document is in Print Layout,
it looks exactly as it's going to be printed.
True| | False| |

5. You can edit your document in Full Screen
Reading.

True| | False| |
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P > Tap to tables. @

> Tables templates. @
. > Tools button. ©@
Apple Pages for i0OS > Findtool.©
With Apple Pages, you can easily insert tables and find words or phrases. >Tvpet°hewordvouwantto
find.
o e > Choose Find and Replace @
) toreplace the word.
[ = NI H + G ’

Share

- Export
&)

Print

Find 4

2 Smart Annotation Beta

pcs to Go for Google Android
Docs to Go, you can insert tables or find words with a few taps.

Find what:

Computing and ICT - Sample Pages
DIGITAL KIDS GENIUS MODULE 1

Page Break Zoom Replace with:
Bookmark Hide Changes
Case Sensitive
Hyperlink Next Change —
Whole Words Only
Table o Previous Change
>Insert table. @
Comment Find o > Type the number of rows you want. @
GRADE + Preferences
Go > Type the number of columns you want. ©
0 File Properties B > Tap view to open Find. @
Table of Contents > Type the word/phrase you want to find. @
% Word Count
> Type the new word/phrase you want to
Comments replace the first one with. @

Cancel

LibreOffice Writer

Don't forget! LibreOffice Writer is like an old version of Microsoft Word. Learn one and you can easily learn
the other. Inserting tables or finding and replacing words or phrases will be very familiar procedures for you.

o

Table | Form Tools Window Help Insert Table X Edit | View Insert Format St Find & Replace X
I Insert Table... oﬂhﬂl D e
o s Al L General i of"“” ‘
U=E Redo Ctrl+Y
Name:  |Tablel | [ Match case [ Whole words only

Delet
Relete Repeat Ctrl+Shift+Y

»
»
§_Ele“ 2 Columns: |2 Rows: @
Size e o cut Ctrl+X okenhce l

Merge Cells Options ) £ Copy Ctrl+C

Split Cells... [ Heading Pacte Gty Find All Find Previous Find Next Replace Replace All
Y ErmiEn I Repeat heading rows on new pages Paste Special >

Split Table... Heading rows: |1 S B SelectAl CtrleA Other options

e @ [ Don't split table over pages Selection Mode > Help ‘
i Select Text ~ Ctrl+Shift+|

Unprotect Cells

[3  Direct Cursor Mode

Number Format...

. Find... Ctrl+F . "
P —— > Click Table. @ e ;;:d”epm" QLH > Click Edit. @
Header Rows Repeat Across Pages > Click Insert Table. o B GotoPage | (Gitx6 > Click Find & Replace. o
Row to Break Across Pages
- 2 >Inserttable. @ Track Changes ’ > Type the word/phrase you want
Convert » .
Sort. > Type the number of ir‘:‘::t ; tofind. @
fx  Formula F2 columns. @ Rirerence 5 > Type the word/phrase you want
Number Recognition > Type the number of rows. @ Fields... toreplace the first one with. @

Links to External Files...
Properties.




Now you have learned how to:
> change the space between the characters of a text.

> use and & + correctly to make spaces
between lines.

> find a word in a text quickly.
> replace a word or phrase with another one.

5\ £\
group work
Organize a picnic.

Write a small text about a
place near your school and

T 31NAOW SNIN39 SAIM 1v1I9Ia
sabed aydwes - 19| pue buizndwo)

what you want to do there.
Use tables to organize what
you need to bring with you,
for example food, games,
etc. and who will bring what.

active cell column layout replace
baseline document view outline row

cell grid position scale
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Key Features

An innovative approach to teaching Computing and ICT
written by a team of educators.

Clear learning objectives e
and functional skills.

Each book has four or five modules.
Each module provides a range of tasks and
activities that help students to develop their

ICT skills and allow teachers to monitor the
students’ progress.

New content continually updated
according to changes in technology.

Other platforms

HanDBase
i0s

Students learn how to work with many
different platforms and tools.

The “Other platforms” section at the end of
each module shows some of the available
alternatives. The online video tutorials guide
the students through each task.

()
o

New vocabulary is organized in related topics.

Obvibaseand Caspio
fyousant o keep everything

1. Collecting inrformation

Project-based learning

Clear explanations and illustrative
contemporary examples.

The activities are based on
school subjects taught in each
grade and are designed to
engage students through real
life projects.
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data

It's time to master your math. In
this module, you are going to use
Microsoft Excel to make complex

alculations without mistakes. Learnin g Obi ectives

g 'ou will learn to present your

£w  nformation with different types of In this module you will learn:
o w

g3 harts and to format the data so that > how to make complex

@9  tis easier to understand. You will calculations.

% z, Iso learn how to transfer your data  how b s Excalle funchions Far
5 ind use it in any other program. faster calculations.

c

sz > how to work with logical
=] functions.

(O =]

> how to avoid mistakes in
calculations.

[a]
0
>
o
lul

> how to present information with
charts.

> how to emphasize information
using formatting.

> how to exchange data with other
programs.




TASK 1

Complex calculations

You know how to make simple calculations using Microsoft Excel. What about a complex
algebraic expression? Well, it's time to make difficult things much easier and faster.

Calculationrules

When you do complex
calculations and there is more
than one part to the formula, the
order of the calculations is from
left to right, but any part of the
formula in parentheses will be
calculated first.

The calculation order:

The basic calculations

and their symbols in
Microsoft Excel are:

Firstly, do the operations in
parentheses.

multiplication

Secondly, do the
calculations with exponents.

Then, do the multiplications
and divisions.

And in the end, do the
additions and subtractions.

Let’s find the result of ((202172/2021)-2020)72021

To calculate the formula:

> On a worksheet, click cell
A1.©

> Type =, to start the formula.

> Type the mathematical
formula ((2021°2/2021)-
2020)"2021. O

> Press (EIEED). ©

AutoSave z)-

File Home Insert Page Layout Formulas Data Revie
i D L'_X 1 A ===% it
. Bl e e s o s | ECRRSRTIT N

= BIU-|EH-|2-A-|=====|E

Clipboard & Font

Alignment

v £ || =((202142/2021)-2020)72021

Q-

C D E
| | | 1 !
=((202172/2021)-2020) “20211 o A2 - [ 5

Let’s try another one! This time, you are going to write a formula which will contain a cell reference.
In this way, you will produce a result that may change if the data in those cells also change.

Type the numbers below:

To calculate the expression
((C17A1)-(D17B1))+((B1/
A1)*A1)72;

> Click cell A3 and type =
((c1~A1)-(D17B1))+
((B1/A1)*A1)"2. @

> Press (EI58D). ©

=((C17A1)-(D17B1))+ ((B1/A1)*A1)A2

E & G H

7l

=((C17A1)-(D17B1))+ ((B1/A1)*A1)2

A | B © D E F G H

2 3 5 7 \

( When you click a cell,
its reference appears

L in the formula box.

)
o
=
c
-
=3
m
mo
z:
G
5
P
1
S¢
c3
-2
m o
wo
Q
o
®
w

[0}
X
>
o
lul




Work with percentages

Working with percentages is a little bit tricky. Pay attention and pretty
soon, everything will be clear!

Type this table:

. u value di
= - P You can change the value displayed from
a decimal number to a percentage by
A : L — £ — D applying the percentage format. Microsoft
sum . . .
- | S Warerstniacearca k) fand surfsceavea (ki ), o0 Excel multiplies the cell by 100 and displays
2 ! 361132000 ! 148940000 1510072000 . :
5 | pem————— =ssss=sss=m== pe==s===s=== Si====== the result with the percentage sign.
percentage | 1 I
AutoSave 2 9~ = Bookl ~
10 talchinim 4 nutibiat b s peicenta e
File m Insert Page Layout Formulas Data Review View Help £ Sear
. < X rrl==_ % ab General fE Conditiona
> Click cell B3 and type =B2/D2. @ Do | ol s 4 ‘['] 5 - %5 | iror
T B Wl || fa e =S == =32 7 Cell Style
> Click cell €3 and type =C2/D2. @ Cuppoaru i Fant anment e st
o . i X v f || =B2/
> Select the cells which contain the numbers you ’ —
. . A B © | b E F G
g want to format, in this case B3 and C3. €@ . water surace area (k) fand surface area (k) |_sum_|
[©] 27 ______ 361132000 4(1020_ . _1510072000“
oy > On the Home tab, in the Number group, 3 | percentage =52/07 '
o o a
E“g click the Expand button. @
M
'3 > In the Format Cells window, click the D B 9 —
g ~ Number tab e File m Insert Page Layout Formulas Data Review View Help 029
-8 ‘£ . < D X - e = = ab General [ Condi
3 . - > % i Form,
g“E’ > In the Category list, click Percentage. @ M TN Bt o
cC
S o-d . . ipboard on ignment | umber
EE:: > Type a number in the Decimal places text == o fonnert —
E G bOX e 2 o IF v [ x v K =C2/D2
Sa 89 & A | B C o | E | F |
> C|ICk OK e | _E_\f@tsr_sy_r_f_a_c_e_ale_gg(_rgj land surface area (km?);  sum u
z | NS 361132000 1489400;]70 5 |
3 t: 1 0.708002008 =C2/D:
oo > The numbers now appear as percentages. € | —

AutoSave & B S Bookl ~

File Home Insert Page Layout Formulas Data Review View Help £ se

You can also add percentage by B [ |G ~]| Edcondiion
clicking the Percent Style button in the e B g 1y . f o Z;Z:;f
Number group of the Home tab. Cipboard Font sl igament 6l umber s

B3 v f || =B2/D2
A B | c D E | 6

2y 361132000 ! 148940000 1510072000|
3 | percentage 0.708002008 I ~ 0.291997992 [
4

Format Cells E ? X

Number  Alignment Font Border Fill Protection
Category:
General Sample
A - Number
AutoSave @ L/) & 5 Gittenicy 70.80%
gcactzuntmg Decimal places: |2 =
File Home Insert Page Layout Formulas Data Review Time
— )
— Fraction
] & Calibri AN === |2 Ge Scientific
E@ 5 — $ Text
_____ p— Special
Paste % BIU- | H-|S-A-|=== 5= v | e Custom
B -00|
Clipboard 1z Font [ Alignment ml N
Cc6 v | Je
A | B | c | Percentage formats multiply the cell value by 100 and displays the result with a percent symbol.
1 _: water surface area (km?) }_Iand surface area (kmzﬂ
2 ! 361132000 ;_ 148940000 _: 5
3 | percentagel 70.80% 1 29.20% 1
- e




Calculate powers
The Power function returns the result of a number raised to a given power.

Type the following table as it is below:

b M = You can use the function
A B c D POWER(x;y) instead of
1 base power | result using the A symbol.
2 12 2
3 3 5
4 5 2
=
To calculate powers:
> Click cell C2.
> In the Formula Bar, type =A2"B2. @
> Press ZIE28D). ©
0
> Repeat the steps for cells C3 g 2
and C4.© 39
==3
=3
mo
b4 2
n (=%
N O
IF vl i | X « £ | =nmm2 c2 v| £ || =a2r82 cs v [ £ z7
Sy
A B C D | E A B c p | E A B € D | E o3
1 base power | result 1 base power result 1 base power | result rl; '%
2 12 2 =A2482| 2 12 2 144 o 2 12 2 144 0w
3 3 5 3 3 5 3 3 5 243 =l
4 5 2 4 5 2 4 5 2 25 4
5 5 5 o

GRADE

Your school did some research to find out which is the most interesting
subject for students. In the questionnaire below you can see the votes for each
subject. Now, using the Microsoft Excel program type the text and numbers as
they are shown in the worksheet below. Calculate the total number of votes
and the percentage of votes given to each subject. Fill the empty cells with the
appropriate formula and format cells B4:F4 with a percentage symbol.

A [ B [ C | D [ E | F [ G | H | ! [
1 Questionnaire
2 ] Lesson Physics | Mathematics | English Literature | History Chemistry Sum
3 | Votes 192 100 178 52 100 ‘
4: Percentage' .
5




As you know, Microsoft Excel can help you calculate
and analyze numerical information with the help of a
wide variety of functions.

AutoSave E(-_Q'J z),

of cells that contain numbers. ‘ S
Or select a category: | Statistical

File Home Insert Page Layout Formulas Data
Type the table 2 ﬁ > AutoSum ~ Logical ~ @ Lookup & Reference ~
I‘nsert Recently Used ~ @ Text ~ Math & Trig ~
A | B | (5 Function [E Financial ~ @ Date & Time v @ More Functions ~

1 |Mountain Height (m) Concatenating Function Library

2 |Mount Everest 8848 )

3 k2 8611 L ‘ i

4 |Kangchenjunga 8586 A B @ O

—| L | 1

5 |Lhotse 8516 1 |Mountain Height (m) Concatenating

6 |Makalu 845 2 |Mount Everest 8843

7 |Count 3 |K2 8611
A 8 |Date 4 |Kangchenjunga 8586
Q 9 | 5 |Lhotse 8516
g A 10 |!!!mountains##*& 6 |Makalu 845
o w 11 | 7 |Count | Io
b ici = -
a-J 12 |This is a spreadsheet 8 |Date
ER 9 |
("]
wn O
pa =
uN Insert Function ? X
g COUNT
% tIIJJ Search for a function:
oF The COUNT function is used to calculate the number Type a briet desaiption of what you want to do andthen (I
g | click Go B —
=] el _
2=
Ew
(O =]

Select a function:

To add COUNT function:

CONFIDENCE.T ~
CORREL
COUNT

> Click the cell where you want to create the COUNTA
COUNTBLANK

i i i COUNTIF
function, in this example, cell B7. @ o 5
COUNT(value1,value2,...)

Counts the number of cells in a range that contain numbers.

GRADE

> In the Formulas tab, in the Function Library
group, click Insert Function. @

> On the Insert Function window, in the Or e
select a category list, click Statistical. € Hol st et =

> Click COUNT @ and click OK. @

> In the Function Arguments window, in the Function Argument 7 X
Value1 box, type A1:B6. @ It is the range of COUNT
cells which you want to count. . = - e e e

> Click OK. @

=5
Counts the number of cells in a range that contain numbers.

Valuet: valuel,value2,... are 1to 255 arguments that can contain or referto a
variety of different types of data, but only numbers are counted.

A ‘ B | €

1 |Mountain Height (m) Concatenating X

=1l Formula result = 5
2 |Mount Everest 8848
3 K2 8611 Help on this function Cancel |
4 |Kangchenjunga 8586
5 |Lhotse 8516
6 |Makalu 845
7 |C t S o
- Even if you don’t know the purpose
9| of a function, you can always read the
10 |!!mountainsi#*& description. It explains in simple words what
L1 — the selected function is going to calculate.
12 |This is a spreadsheet




AutoSave B 9- s Bool DATE

File Home Insert Page Layout Formulas Data Re DATEVALUE

TODAY ]& 2 AutoSum ~ Logical » @ Lookup & Reference v DAY
o ] Recen Text Math & Trig ~ DAYS
To have the current date Function Finab o

displayed on your worksheet, use
the TODAY function. = : = EOMONTH

Date & Time * () wioieTorstinans Ma DAYS360

Function Library EDATE

A B C | D HOUR
1 |Mountain Height (m) Concatenating ISOWEEKNUM
: 2 |Mount Everest 8848
To use the TODAY function: 5 e so11 MINUTE
4 |Kangchenjunga 8586 MONTH
. . ol Lhotse 21e NETWORKDAYS
> Click cell B8, the location 6 makalu a5 '
7 |count 5 NETWORKDAYS.INTL
where you want your o |pate o NOW

results to be displayed. € SECOND

> On the Formulas tab, in the €D B 9 —
. . File Home Insert Page Layout Formulas Data Re:
Function Library group, — TODAY
. . fY > AutoSum ~ Logical ~ [@] Lookup & Reference ~
click Date & Time. @ S

TIME

AutoSav s Bool|

e Recently Used ~ Text ~ Math & Trig ~ N WEEKDAY
. . Function [E] Financial ~ ate & Time~ 2] More Functions Ml WEEKNUM
> In the IIStI CIICk TODAY‘ e Function Library Function Arguments ? X WORKDAY
S I n the Functions B8 - £ =TODAY() Returns the current date formatted as a date. WORKDAY.INTL
This function takes no arguments. YEAR
. A | B | C o N
A.rguments WlndOW, 1 |Mountain Height (m) Concatenatin{ Formula result = Volatile YEARFRAC ) g
CI'Ck OK o 2; rzount Everest :::i Help on this function Cancel /\ Insert Eunction... E E
4 |Kangchenjunga 8586 = g
m
mo
b4 ]
n (4
(9]
; =
own
Q
CONCATENATE 23
To join cell contents, you can use the CONCATENATE function. m o
7%
[0)
0
AutoSave B 9
To use the CONCATENATE . p—— T %
L File Home Insert Page Layout Formulas Data &
function: f)‘c S AutoSum ~ Logical ~ (] Lookup & Reference - Searchfofalfunciion:
e @ Recently Used ~ i Math & Trig ~ IKZ:;:"“ description of what you want to do and then ADE
S ClICk Ce” cz o Function (€ Financial [E] Date & Time ~ (] More Functions ~ O ele e oo Al ]
Euncionlibar, Select a function:
> On the Formulas tab, = : " -
. . . A B E
N the FunCtlon lerary 1 |Mountain ‘ Height(m) Concatenati
. 2 [Mount Everest 8848 v
group, click Insert [ st ! CONCATENATEGextr 2.
. heniji Joins several text strings into one text string.
Function. @ (T onecheniunes ==
6 : Makalu 845
> H 7 |count 5
In. the Insfert Function el o Help an this tuncion Conce
window, in the Or select a
category list, click All. © T x
. CONCATENATE
> CI|Ck CONCATENATE o Textt (a2 [2] = “Mount Everest” ~
Text2 |- [#] -
> Click OK. @ o . —————
Textd ['m" 2| = o
> In the Function el [al-ee v
X . ‘ - = “Mount Everest 8848m"
Arguments W|nd0W, in Joins several text strings into one text string.
A Textd: text],text2,.. are 1 to 255 text strings to be joined into a single text
Text1 bOX type A2, in P—— B 9- B oo string and can be text strings, numbers, e-cell references.
Textz type cc» and in File Home Insert Page Layout Formulas  Data Re
. > AutoSum ~ Logical * (8] Lookup & Reference ~ [ ok | Gl
X
Text3 type B2, in Text4 fo i =

th & Trig ~
Insert g

type “m”. Function [E] Financial ~ (@ Date & Time~ [ More Functions ~ M4
Function Library

> ClICk OK. 0 c2 v F || =CONCATENATE(A2,"",B2,"m")

. A B c D A B @ D
I I
> Use the AutOfI" tOO| e 1 |Mountain Height (m) Concatenatin, 0 1 |Mountain Height (m) Concatenatin,
2 [Mount Everest 8848 Mount Everest 8848m 2 |Mount Everest 8848 Mount Everest 8848m
]
to complete the other s e sei1 5 e son fesum
rows e 4 |Kangchenjunga 8586 4 |Kangchenjunga 8586 Kangchenjunga 8586m s
WS. 5 |Lhotse 8516 5 |Lhotse 8516 |Lhotse 8516m
6 |Makalu 845 6 [Makalu 845 Makalu 845m
7 |count 5 7 |count 5 =]
8 |Date 3/29/2021 8 |pate 3/29/2021
2 :
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File Home Insert Layout Formulas Data Review View als
If you want to extract a part of a string (substring) fo X uosm - P Buoomparawences | (7 Qoanel) ST
. ecently Used * I [A] Text ~ Bl atast & Trig + 7 CHAR
use the LEFT, RIGHT and MID functions. g Pcenty s PRl Name S8

Function [E] Financial ~ || Date & Time - [] More Functions » Wimager B Create
Function Library ‘ L fined Ne CODE

. B10 - I 5 CONCAT
To use the MID function: . - . 0 G DOLLAR
i I EXACT

1| Height (m) Concatenating
> Click Ce” B10.o ngMzountEverest zzlﬁ KMZO::ltj:erestBSASm FIND
. 4: Kangchenjunga 8586 Kangchenjunga 8586m FIXED
> On the Formulas tab, in the Function plliotse ESTO Hotse £516m LEpT
. . 6 |Makalu 845 Makalu 845m LEN
7 |Count 5 =
Library group, click Text. @ oo . E e
. . 9 G’ MID
> In the list, click MID. o O Imoun SIS & :-0 NUMBERVALUE
> In the Function Arguments window, in the : g
Function Argumen x F

Text box type A10. @ It's the cell from which o

you are going to extract characters. o et [s0___ [ !
Sartoum 4 (] =4

> In the Start_num box, type 4. @ It's the tum s 3 -

position of the first character you want to

= ‘mountains”

Returns the chara middle of a text string, given a starting position and length.

im_chars specifies how many characters to return from Text.

extract.
0 > In the Num_chars box, type 9. @ You are . B S—
a2 g A B © ance
g specifying how many characters you want to 1 [Mountain Helght (m)| Concatenating
% 3 eXtraCt 2 |Mount Everest 8848 Mount Everest 8848m
< . 3 k2 8611  K2861lm
E‘ 5‘ 4: Kangchenjunga 8586 Kangchenjunga 8586m
H 5 |Lhotse 8516 Lhotse 8516m
LrP) 8 > CIICk OK' o G:Makalu 845 Makalu 845m
= 7 |count 5
b ~ 8 |pate 3/29/2019
= 4 10 | !!mountains##*& mountains
S 8 1] 1
.g: Similarly, you can use LEFT and RIGHT 12 Thizlise spreadshest
F=} .
= functions to extract text from the left or
5 ‘E-" right of a text respectively
AutoSave B 9- Book1 - Last Saved 3/28/2019 5:3
Fle  Home Insert layout  Formulss  Data  Review  View Haln
GRADE ) FIND
S AutoSum ~ Bical - [&] Lookup & Reference ~ ] & Definel
‘"fsi ] Recently Used ~ [A] Text ~ Blatosh & Triq &% Guseindl FIXED
Function [E] Financial - 2] Date & Time~ [] More Functions - enager BP Createt LEFT
Function Library © fined Ne LEN
SUBSTITUTE T 2 Lowe
If you want to replace part of a text in a cell 2 o - PR -~
y p p ] 1 |Mountain Height (m) Concatenating NUMBERVALUE
use the SUBSTITUTE function. G I o
4 |Kangchenjunga 8586 Kangchenjunga 8586m
5 |Lhotse 8516 Lhotse 8516m REPT
To use the SUBSTITUTE function: e B Malalu 25m RIGHT
8 |pate 3/29/2019 SEARCH
. 9 SUBSTITUTE
> ClICk Ce” A1 3. 10:!!!mountains##’& mountains T
1
. a TEXT
> On the Formulas tab, in the Function
Library group, click Text. @ :mm et “
. . [az T2 = -Thisisaspreadsheet”
> In the list, click SUBSTITUTE. @ om";: e Tk emmies
" . New_text | “worksheet” [2] = “worksheet"
> In the Function Arguments window, g [£] - e
in the Text box, type A12. @ It's the cell neemara e, D L Tt
that Contains the part Of the text WhICh New text _is the text you want to replace Old_text with.
. A3 - fe | =SUBSTITUTE(A12,"spre]
you are going to replace. A . .
1 |Mountain Height (m) Concatenatin
> In the Old_text, type spreadsheet. @ . [rr— S [T G
This is the word you want to change. Mlicngcheniunga . e
5 |thotse 8516  Lhotse 8516m
> In the New_text, type worksheet. @ AL #5 Malalustom
This is the new word. g joste S/
. 10: Imountains##*& mountains
> Click OK. Your text has been replaced. @ |
12 |This is a spreadsheet
137_Thi5 is a worksheet 1| e




Multiple IF

Now that you know how to use functions, let's do something a little more complicated.
Do you remember IF? Let's see how you can use it to get more results.

Type the following two tables in separate sheets as they are:

A [ | e || b | E [ F | 6 | ®w | 1 [ A L B8 | e | B E
1 Grades 1st semester 1 Competition
2 Students Orals Test |Testgrades| Results Oor And Check 2 /////////ﬁ Round1l Round2 Medals
3 Johanson 85 82 3 Team1 5 6
4 | Peterson 60 55 4 Team 2 9 9
S | Clarkson 53 40 5 Team 3 7 8
6 | Phils 96 95 6 Team 4 4 5
7 | Stewarts 75 71 U
8 | 8
9 |Cells greater than or equal to 60 9

Let's say you want to work with students’ grades.

If a student has a score of more than 90, then he/she gets an “A”,

otherwise (= else if) if he/she has more than 70 then he/she will get a "B”,
otherwise (= else if) if he/she has more than 60 then he will get a “C".

Below 60 (= else) the student has the indication that he/she has to “Work Harder.”

o N
o3
TO add thiS Simple AutoSave z). s Book1 - Excel - %
= ; : b= 1)
Multlple IF File Home Insert Page Layout F?rmulas Data Review View Help £ Search m g
D x 1 A A == fl’ | |General E C on a E—
i Il 1 ¢ _ $-% 9 | BhFom N0
> Click cell D3. e 1T g 1 U@ |2-A-|=====|" il =i =/
? ow
> In the Formula bar type Clipboard & Font Alignment Number Styles g g
o)
=IF(C3>=85,”A”,IF(C3>= vl i x v A | =IF(C3>=85"A" IF(C3>=70,"B",IF(C3>=55,"C","Work Harder")) | mo
70,”B”,IF(C3>=55,"C",” A B | ¢ D | E F | 6 [ H | 1 m§
Work Ha r\der\”) ) ) o 1 Grades 1st semester D
2 Students | Orals | Test |Test grades | Results I Or | And ’ | Check |
> PreSS Enter —~ R 3 Johanson =IF(C3>=85,"A",IF(C3_>=70,"B",IE(C3>:55,"C",'_"Work Harder")))
- o 4| Peterson 60 55
> Click the fill handle € and 2 Clarkson 2o GRADE
. 3 ils
use the Autofill tool to fill 7] stewarts ) n
the rest of the cells with 8l
9 |Cells greater than or equal to 60 Remember to
data. @ 10 close as many
parentheses as
you open.
D3 v fe || =IF(C3>=85,"A",IF(C3>=70,"B",IF(C3>=55,"C","Work Harder")))
Microsoft Excel 2007 A e | ¢ 5 E | fF | 6 | H | 1
and later versions 1 Grades 1st semester
u 2 Students I Orals I Test | Testgrades | Results | or And I Check |
atiow you up to 67 3l Johanson 85 82 B
levels of Multiple IF. 4] Peterson 60 55
5| Clarkson 53 40
6 | Phils 96 95
7 | Stewarts 75 71
8*
8 |Cells greater than or equal to 60
A | 8 | c | D | E | F [ 6 | H |
1 Grades 1st semester
2 Students Orals Test |Test gradesl Results I Oor I And Check
3 | Johanson 85 82 B
4| Peterson 60 553 &
5 | Clarkson 53 40 Work Harder o
6 | Phils 96 95 A
7 | Stewarts 75 71 B
8*
9 |Cells greater than or equal to 60
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DIGITAL TEENS 2 MODULE 5

To make multiple IF a little more complex than the previous one, let's add a multiple
IF on cell D3 of the sheet2 which will show the following:

If the total score is equal to or greater than 18, then the team will take a gold medal,
when (=else if) the score is more than 15, then the team will take a silver medal,
when (=else if) the score is more than 10, then the team will take a bronze medal,
and if it's under 10 (=else), the team will not take a medal.

To add Multiple IF:

> Click cell D3 of sheet?2.

> In the Formula bar, type =IF ((B3+C3)>=18,”gold”, (IF((B3+C3)>=15,”si
lver”,IF((B3+C3)>=10,”bronze”,”no”)))). @

> Press @8- ©

> Click the fill handle € and use the Autofill tool to fill the rest of the cells. @

AutoSave [Fé z) < Book1 - Saved ~

File Home Insert Page Layout Formulas Data Review View Help £ Search

'D o& " A A == - ©n 2"’ General E Conditional Formatting

- $ - % 9 | FFFormatasTable

Hest B I U &~ A =====H i

< U | S e dal === == @‘,:;‘::

Clipboard & Font Alignment Number Styles Cells
SUBSTITUTE ¥ | ! | X K& =IF((B3+C3)>:18,"gold“,(IF((B3+C3)>=15,"5i]ver",IF((B3+C3)>=10,"bronze","no"[))))

| A | B [ © D E F G | H IF(logical_test, [value_if_true], [value_if_false]) ™M
1 Competition
2 ////////// Round1 Round2 Medals
3| Team1 | 5 I 6  |=IF((B3+C3)>=18,"gold",(IF((B3+C3)>=15,"silver",IF((B3+C3)>=10,"bronze","no"))))
4 Team 2 9 9
5, Team 3 7 8
6 Team 4 4 5
v
-]
D3 v Fe || =IF((B3+C3)>=18,"gold", (IF((B3+C3)>=15,"silver",IF((B3+C3)>=10,"bronze","no"))))
A A | 8 @ D E | F G H | T O N L M
1 Competition
2/////////% Round1l Round2 Medals
3 Team 1 5 6 bronze 1
4 Team 2 9 9
5 Team 3 7 8
6 Team4 4 5
i

D3 v [ fe =IF((B3+C3)>=18,"gold",(IF((B3+C3)>=15,"silver",IF((B3+C3)>=10,"bronze","no

‘ A L e | e D E |

ompetition

/////////% R(;undl Round2 Medals

Team 1 S 6 bronze
Team 2 9 9 gold o
Team 3 7 8 silver

4 5

Team 4

=l Keep in mind that in the

criteria boxes you can
type a single word or a
small phrase, or you can
do complex calculations
and even use other
functions as well.




Finally, let's add a multiple IF that makes use of the AVERAGE formula to cell E3 of sheet1,
which will show the following:

If the average grade is more than 80, then the student will get the description “excellent
student”, when (=else if) the average grade is more than 60, then he/she will get the description
“mediocre student”, otherwise (=else if) he/she will get the description “poor student”.

To combine a multiple IF statement with the AVERAGE function:

> Click cell E3.

> In the Formula bar, type =IF (AVERAGE(B3:C3)>85,”excellent student”, (IF(AVERA
GE(B3:C3)>60,”mediocre student”,”poor student”))).@

> Press (22D ©

> Click the fill handle € and use the Autofill tool to fill the rest of the cells. @)

AutoSave Book1 - Saving... ~ Binary Academy @
File m Insert Page Layout Formulas Data Review View Help £ Search 14 Share (=¥e
‘Q’D A - AN A ==_ = ab General [ co & > ZY p E Q
= @~ A 5T i $-% 9 | BZ &E D B~ = “ 03
aste B I U &~ A ====x= 3 . . rt & Find &
& ¢ =5 fiZi c = XY Select ~ c
=
Clipboard & Font Alignment Number Styles Cells Editing _|8
m
SUBSTITUTE ¥ | : X v K =IF(AVERAGE(B3:C3)>85,"excellent student",(IF(AVERAGE(B3:C3)>60,"mediocre student","poorstudent")])| E %
A B | ¢ | b E F | 6 H I ) |k | v [ M :: o)
1 Grades 1st semester 4 _|
2 Students Orals Test | Testgrades | Results or | and [ check | O
3 Johanson 85 82 B ) g 3
4| Peterson 60 55 z (g™
5| Clarkson 53 40 Work Harder n o
6| Phils %6 95 A 3
7| Stewarts 75 71 B 2
8*
9 |Cells greater than or equal to 60
GRADE
E3 v - f =IF(AVERAGE(B3:C3)>85,"excellent student",(IF(AVERAGE(B3:C3)>60,"mediocre student","poor student")))
A B ¢ | D E | F | 6 | H I J K | L
1 Grades 1st semester
2 Students | Orals I Test | Test grades Results or | And | Check
3 Johanson 85 82 B mediocre student
4 | Peterson 60 55 C
5| Clarkson 53 40 Work Harder o
6 | Phils 96 95 A
7 | Stewarts 7o i3 B
8_
9 |Cells greater than or equal to 60

E3 v | e =IF(AVERAGE(B3:C3)>85,"excellent student",(IF(AVERAGE(B3:C3)>60,"mediocre student","poor student")))
A L | & || ® E E L e | @ | o || 9 I ® | @
1 Grades 1st semester
2 Students Orals Test | Test grades Results or | And | Check |
3 Johanson 85 82 B mediocre student
4 Peterson 60 55 c poor student
5 Clarkson 53 40  Work Harder|  poor student o
6 Phils 96 95 A excellent student
i Stewarts 75 71 B mediocre student
8| =]
9 |Cells greater than or equal to 60 |
1n

To protect your neck or back from injury, remember to sit properly
when you work on your computer, especially when it’s for many
hours. “Mens sana in corpore sano” as the ancient Roman and Greek
philosophers said - a healthy mind in a healthy body.
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IF and AND together

IF the orals grades are greater than or equal to 55 AND the test grades are greater
than or equal to 55, then the student will pass, otherwise, the student will fail.

To combine a multiple IF with AND:

> Click H3.
> In the Formula bar, type =IF ((AND(B3>=55,C3>=55)),”pass”, “fail”). @

> Press (EE8D) ©

> Click the fill handle € and use the Autofill tool to fill the rest of the cells. @

Book1 - Saving... ~ Binary Academy

AutoSave EXD B 9-

File Home Insert Page Layout Formulas Data Review  View Help £ Search 1% Share | (2 (
]96 > AutoSum ~ Logical ~ (8] Lookup & Reference ~ <E| Define Name Eg Y F‘
i [&] Recently Used » : <2 Use in Formul 4 Trace Dependents A Error Checking P
Function [E] Financial ~ (@] Date & Time~ [2] More Functions ~ Manager B Create from Selectio % Remove Arrows ~ (B) Evaluate Forr
Function Library Defined Names Formula Auditing
AND v i | X « f | =IF((AND(B3>=55,C3>=55)),"pass", "fail")| é
A LB | e | ®» | E | F | 6 H | K | U
1 Grades 1st semester
2 Students [ orals | Test |Testgrades | Results | Oor I And | check |
T " o
2| Johanson l_8 | 8 | B8 mediocre student  TRUE | TRUE | ", "fail") l
4 | Peterson 60 55 € poor student TRUE FALSE
8| Clarkson 53 40  Work Harder  poor student FALSE | FALSE
6 | Phils 96 95 A excellent student  TRUE TRUE
7| Stewarts 75 71 B mediocre student = TRUE TRUE
87
9 |Cells greater than or equal to 60
10]
H3 v fe || =IF((AND(B3>=55,C3>=55)),"pass", "fail")
A B e D | E | F | o [HEE | [ ks
1 Grades 1st semester
2 Students | Orals | Test | Test grades | Results | Oor And I Check |
3 Johanson 85 82 B mediocre student | TRUE TRUE pass le
4] Peterson 60 55 € poor student TRUE FALSE
5 | Clarkson 53 40  Work Harder  poor student FALSE FALSE
6 | Phils 96 95 A excellent student | TRUE TRUE
7 | Stewarts 75 71 B mediocre student | TRUE TRUE
8 —
9 |Cells greater than or equal to 60
10|
H3 ~ [ F< || =IF((AND(B3>=55,C3>=55)),"pass", "fail")
A | 8 e | ®» | E | F | @ H I J K L
1 Grades 1st semester
2 Students | Orals | Test | Test grades | Results | or | And Check
3 Johanson 85 82 B mediocre student | TRUE TRUE pass
4 Peterson 60 55 Cc poor student TRUE FALSE pass
5 Clarkson 53 40  Work Harder  poor student FALSE FALSE fail o
6 Phils 96 95 A excellent student  TRUE TRUE pass
7 Stewarts 75 71 B mediocre student | TRUE TRUE pass
s =
9 |Cells greater than or equal to 60
10

Many countries use a comma as a decimal separator, while
others use a dot. Find which decimal separator is used in your
country here: http://en.wikipedia.org/wiki/Decimal_mark




COUNTIF

If you have a table and you
want to find out how many cells
have a value of more than 60,
then you can use the COUNTIF
function.

To use the COUNTIF

function:

> Click the cell you want to
add your function to, in this
example, cell B9.

> On the Formulas tab in the
Function Library group,
click Insert Function. @

> In the Or select a
category list, click
Statistical. @

> Click COUNTIF. ©

> In the Function
Arguments window, in the
Range box,
type B3:C7 and in the
Criteria, type >=60. @)

> Click OK. @

AutoSave B 9- Bookl - Saved ~
File Home Insert Page Layout Formulas Data Review View Help £ Search

> AutoSum ~ Logical » (] Lookup & Reference ~ <T & Define Name ~ EL, Trace Precedent|
Insert ] Recently Used - Text~ Math & Trig ~ NaE G 53 Trace Dependen

Function Financial ~

Date & Time ~ @ More Functions ~

Function Library

Manager B Create from Selection I’_;< Remove Arrows|

Defined Names

B9 o f
A B | c | D | E | F . G H
Grades 1st sel N
L Insert Function 2 X
2 Students Orals Test | Testgra
3 Johanson 85 82 B | Search for a function:
47 Peterson 60 55 € Type a brief description of what you want to do and then gz;
5| Clarkson 53 40 Work Haj ik Go —
6 Phils 96 95 A Or select a category: | Statistical L]
7 | Stewarts 75 71 B | Select a function:
8 CONFIDENCE.T ~
9 |Cells greater than or equal to 60| CORREL
2 COUNT
10| COUNTA
COUNTBLANK
COUNTIF
COUNTIFS v
COUNTIF(range,criteria)
Counts the number of cells within a range that meet the given condition.

Type the following table and fill in the cells with the
appropriate functions. In cell I3 use the AND function to check

if cells C3 to E3 have values
less than or equal to 75 and
in cell H3 to find out how
many cells have a value of
more than 65.

Function Arguments ? X
Range |B3:C7 [2] = (85,82:60,55:53,40,96 957571}
Criteria | >=60 [#] -
Counts the number of cells within a range that meet the given condition.
Criteria is the condition in the form of a number, expression, or text that defines
which cells will be counted.
Formula result =
Help on this function Cancel
AutoSave & B Book] - Saved ~
File Home Insert Page Layout Formulas Data Review View Help £ search
ﬁ > AutoSum ~ Logical ~ @ Lookup & Reference ~ a &) Define Name ~ Eﬁ Trace Precedenty
= ol E o B
- @ Recently Used Text Math & Trig Naoe & *g Trace Dependent
Function [E] Financial ~ Date & Time~ [2] More Functions ~ Manager B3 Create from Selection | [ Remove Arrows
Function Library Defined Names
B9 B 5 =COUNTIF(B3:C7,">=60")
A B C | D E F G H
1 Grades 1st semester
2 Students Orals | Test I Test grades | Results or And Check
3| Johanson 85 82 B mediocre student = TRUE TRUE pass
4 | Peterson 60 55 C poor student TRUE FALSE pass
o8| Clarkson 53 40  Work Harder  poor student FALSE | FALSE fail
6 | Phils 96 95 A excellent student | TRUE TRUE pass
7| Stewarts 75 71 B mediocre student = TRUE TRUE pass
8
9 |Cells greater than or equal to 60 7 |
10]
A B | & D | E | F G | H | 1
1] Results
2 | LastName First Name 1% er 2™ 39 Average Fullname Count Check
3 | Philips john 86 88 89
4 | Papas Alex 52 56 55
5 | Morrison Jim 86 90 96
6 | James Tim 56 60 75
7 | Peterson Anna 68 67 65
8 | Adams Tom 67 73 74
9
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TASK 3

References

As you know, a cell takes its name from the column letter and row number to
which it belongs. A cell reference is the “address” of the cell and identifies its
location. When you want to copy the same formula to new cells, you can use
the relative and absolute references. See how below!

Relative Reference For example, type the contents of columns | cowrr  ~| : | x « & | =ae2
Relative Reference is the cell A and B below and in cell C2, type =A2*B2. - » BEEEN o |
reference. When you copy a cell a2 o |
that has a formula, the formula If you copy the = -a3s3 | 16 | 85
changes automatically. The formula A2*B2 (A | 5 |mwe | ——
change depends on the relative tocell €3, itwill 7. Mee
position of rows and columns. become A3*B3. i; r 2 =
5 6 16 96

Absolute Reference

Sometimes you want to keep a cell, a row or a column constant when copying a formula. You
have to declare this when you create the formula by using the $ (dollar sign). This way, you
create an absolute reference which doesn’t change when it's copied or “filled”.
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DIGITAL TEENS 2 MODULE 5

$EST
$E1

The cell doesn't change when it is copied. Both the column and the row remain the same.
The row changes when it is copied, but the column remains the same.

(o}
0
>
o
lul

E$1

The column changes when it is copied, but the row remains the same.

For example, type the contents of columns A and B below and in cell C2, type =$D$1*B2.

COUNTIF ¥ X v K =$D$1*B2 c2 v| : e =$D$1*B2 c3 ~| : 5 :$D$1*BS.
4 A | B || ¢ | b | § | A | & NG D | 4 A | B c | b | E
1| Products  Cost Tax 25% 1 | Products  Cost Tax 25% 1 | Products  Cost Tax 25%

2 | Product1 =$D$1°B2 2 | products 81 2025 | 2 | productl 81 20.25

3 | Product2 3 | Product2 25 3 | Product2 25 625 |

4 | Product3 18 4 | product3 18 4 | product3 18 45

5 | Product4 125 5 | Producta 125 5 | Product4 125 31.25

6 | Product5 68 6 | Products 68 6 | Product5 68 17

v 7 | 7 |

8 | 8 | Sh

9| 9 | 9| r

If you fill the formula
$D$1*B2 into column C,

Notice that when the number of the formula will change
to become $D$1*B3,
the row changes, the cell that $D$1*B4, etc

has the $ sign stays the same.

An easy way to remember how to use the dollar sign is to think about how you want to use
the Autofill tool. If you want to use it horizontally, then type the dollar sign in front of the
letter (column). If you want to use it vertically, type it in front of the number (row).




'
Let's see another example. A [ © c PR O i
Q 1 Ticket € 1200
Type the following table: 2| visitors
3 August b October | Novemb D ber | Sum Visitors Income
4 |Louvre Museun 45485 65635 52000 12500 62000 237620
5 |Army 45632 45635 42000 21000 56204 210471
6 |Maillo 25246 53543 12520 14002 25021 130332
7 |The Advertising Museum 12415 15425 42510 18002 12000 100352
8 of Naive Art 15832 14585 15200 16012 17000 78629
9 |Cité des Sciences et de I'Industrie 15352 15325 16000 15004 16200 77881
COUNTIF  ~ X v f | =6Ga*sasy
To create and copy a formula
S A B | c D e [ G H
using references: 1] Ticket  |€ 1200]
2 Visitors
. 3 Museums August September October | November | December | Sum Visitors Income
> Click cell H4. 4 |Louvre Museun 45485 65635 52000 12500 62000 237620  |=G4*$G$1
5 |Army Museum 45632 45635 42000 21000 56204 210471
6 |Maillo Museum 25246 53543 12520 14002 25021 130332
> In the Formula bar' type the 7 |The Advertising Museum 12415 15425 42510 18002 12000 100352
formul a =G4*$G$1. o 8 |Museum omeveAn z 15832 14585 15200 16012 17000 78629
9 |Cité des Sciences et de I'industrie 15352 15325 16000 15004 16200 77881
> Press (e 6O
. . H4 A £ || =Ga*$Gs1
> Click the cell H4 again and
A [ B @ D [ E | F | G | H
N
use the Autofill tool. @ i Tiket € 1200
2 Visitors
3 S August p October | November | De b Sum Visitors Income
4 |Louvre Museun 45485 65635 52000 12500 62000 237620 | € 2,851,440.00
5 |Army Museum 45632 45635 42000 21000 56204 210471 iy
6 |Maillo 25246 53543 12520 14002 25021 130332 o
7 |The Advertising 12415 15425 42510 18002 12000 100352 =
You can use the Copy' Paste 8 |Museum of Naive Art 15832 14585 15200 16012 17000 78629 E’
. — : = =
Commands as We", lnstead 9 |Cité des Sciences et de I'Industrie 15352 15325 16000 15004 16200 77881 : =
(=]
o m
of the Autofill tool. m o
H4 7 fe || =Ga*$GS1 ﬁ Q
A | 8 c p | E | f | s H N0
1] Ticket € 1200 < -
2 Visitors 8 g,’
3 S August p October | November | De b Sum Visitors Income c 3
4 |Louvre Museun 45485 65635 52000 12500 62000 237620 | € 2,851,440.00 =
5 [army Museum 45632 45635 42000 21000 56204 210471 | € 2,525,652.00 m o
6 [Maillo Museum 25246 53543 12520 14002 25021 130332 | € 1,563,984.00 ul 3
7 [The Advertising Museum 12415 15425 42510 18002 12000 100352 | € 1,204,224.00 \8
& [Museum of Naive Art 15832 14585 15200 16012 17000 78629 £ 943,548.00 n
o [cité des Sciences et de l'Industrie 15352 15325 16000 15004 16200 77881 € 934,572.00
= E2 Fe
To create and copy a formula using
A B © D E
. 1 1 1
row abSOIUte reference' 1 Sales Cost Per Item Value Discount
2 [Product 1 125 25 3125 I
o 8 3 |Product2 156 85 13260
> (1) 1
Type this table and click E2. S Prodocts - o 1250
5 |Product4 154 56 8624
> In the Formula bar, type =D2*B$8.o 6 |Products 255 25 6375
7
> Press (GLea® to calculate the & |Discount
formula. €
IF v i | X « A& | =p2%BSq
0 o
> Click cell E2 and Autofill cells
A B | © | D E E |
E3:E6 o 1 Sales Cost Per Item . Value = Discount
2 |Product 1 125 25 |_ 315 |-p2*BS8 |
3 |Product2 156 85 13260
4 |Product3 25 62 1550
5 |Product4 154 56 8624
6 |Product5 255 25 6375
. il
You can click the cell you want to lock 7] I
8 |Discount 0% |
and press @ to apply an absolute . —E
reference.
E2 M fe || =D2*BS8
A | B | © D E F |
£2 v| : e =D2*B38 1 Sales CostPerltem  Value Discount
2 |Product 1 125 25 3125 3125 |
A B | C | D B F 3 |Product2 156 85 13260
1 Sales Cost Per Item Value Discount 4 |Product 3 25 62 1550
2 [Product 1 125 25 3125 | 3125 5 |Product4 154 56 8624
3 [Product 2 156 85 13260 1326 6 |Products 255 25 6375
4 |Product 3 25 62 1550 155 7
5 |Product 4 154 56 8624 | 8624 3 |piscount
6 |Product5 255 25 6375 637.5
7] =
8 |Discount 10%
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To create and copy a formula

using column absolute reference;

> Type this table and click B5. @

BS = S

> In the Formula bar, type

=B4*$I1. @
> Press (28D ©

> Use the Autofill tool to complete

the table. @

IF and references

It's time to do something a little more difficult.

You are going to combine the IF function with
an absolute reference. Before you start, let's find
the Total Value, which is the Value minus the
Discount and find the Average Value in cell F8.

IF the Total Value is more than the Average
Value, then it is above average, if it is less
(ELSE) then it is below average.

To combine IF with references:

> Click G2. @

> On the Formulas tab, in the
Function Library group, click Insert
Function. @

> In the Insert Function window, in the
Or select a category list, click All. €

> Click IF. @

A 8 c | o | e | k | 6 | w [ 1 | 3
1 Product1 Product2 Product3 Product4 Product5 Discount | 10%
2 | Sales 125 156 25 154 255
3 | CostPerltem 25 85 62 56 25
4 Value 3125 13260 1550 8624 6375
5 Discount
IE - X =B4*$11|
A B € || Q FE | e | w | v |
1] Product1 Product2  Product3 Produ roduct 5 Discount | 10% |
2 | Sales 125 156 25 154 255
3 | CostPeritem _ 25 . 85 62 56 25
4 Value |__3125 | 13260 1550 8624 6375
8BS M - Fe || =Ba*diL
A [ c | o | e | FE | 6 | H | J
1| Product1 Product2  Product3 Product4 Product5 Discount | 10%
2 | Sales 125 156 25 154 255
3 | CostPerltem 25 85 62 56 25
4 Value 3125 260 1550 8624 6375
5 Discount 3125
BS M - fe || =B4*$IL
A B © D E F 6 | w | 1 [
1] Product1 Product2 Product3 Product4 Product5 Discount | 10%
2 | Sales 125 156 25 154 255
3 | CostPerltem 25 85 62 56 25
4 Value 3125 13260 1550 8624 6375
2 Discount 312.5 1326 ‘ 155 862.4 637.5 I
6 ! '

AutoSave Y-

Bookl - Excel

> In the Function Arguments window,

type F2>$F$8 in the Logical_test
box. @

> In the Value_if_true, type “Above
Average”. @

> In the Value_if_false type “Below
Average”. @

> Click OK. ©
> Click cell G2 and drag the fill handle to

File Home Insert Page Layout Formulas  Data Review  View Help P search
f)‘c > AutoSum ~ Logical ~ (@] Lookup & Reference ~ <‘|. & Define Name ~ B, Trace!
> - 5 N ; G
o [E] Recently Used > [] Text Math & Trig T Ghus " Trace
Function [E] Financial ~ Date & Time ~ [2] More Functions ~ Manager B3 Create from Selection | [ Remd
Function Library Defined Names
G2 M - fe
A | 8 | © | o | E | F G H
1 Sales CostPerltem  Value Discount Total Value Conclusion
2 |Product1 125 25 3125 3125 2812.5| I
3 |Product 2 156 85 13260 1326 11934
4 |Product 3 25 62 1550 155 1395
5 |Product4 154 56 8624 862.4 7761.6
6 |Product5 255 25 6375 637.5 5737.5
7|
8 |Discount 10% Average 5928.12]
9
Insert Function ? X

Search for a function:

Type a brief description of what you want to do and then
diick Go
Or select a category: | All

Select a function:

HYPGEOMDIST ~
IF

IFERROR
IFNA
IFS

IMABS

IMAGINARY v
IF(logical_test.value_if_true,value_if_false)

Checks whether a condition is met, and returns one value if TRUE, and
another value if FALSE.

The functions
are displayed in

alphabetical order.

Help on this function

e

fill cells G3:G6. ©

Value_if_true |“Above Average™
Value_if false | Below Average’

Function Arguments

i ©

Logical_test |F2>SFS8 FALSE

“Above Average”

“Below Average”

= "Below Average”
hether a condition is m s one value if TRUE, and another value if FALSE.
H | Value_if e value that is returned if Logical_test is FALSE. If omitted, FALSE
Teturned. o

lesult = Below Average

bhis function

G2 v [ i3 =IF(F2>$F$8,"Above Average","Below Average")
A B | © | o | E | F G
1 Sales CostPeritem  Value  Discount Total Value Conclusion
2 |Product1 125 25 3125 3125 2812.5|Below Average
3 |Product2 156 85 13260 1326 11934|Above Average
4 [Product3 25 62 1550 155 1 Average |
5 |Product4 154 56 8624 862.4 7761.6|Above Average
6 |Product5 255 25 6375 637.5 5737.5|Below Average 1
7] e
8 |Discount 10% Average o
9




Common error g %

messages TR S NSNS WS NN S—— S —— R ——
1] Sales Cost Per Item Value Discount TotalValue  Conclusion
. 2 |Product1 125 25 3125 3125 2812.5 Below Average
Sometl mes When yOU type 3 |Product2 156 85 HaH 1326 11934 Above Average
a formula you may ma ke 4 |Product 3 25 62 1550 155 1395  Below Average
. ! 5 |Product4 154 56 8624  862.4 7761.6 Above Average
mistakes. Error messages 6 |Products 255 25 6375 637.5 5737.5  Below Average
7
appear on your worksheet. D lscost T e e
°
10 |sum " #vALUE!

The most common error messages are:

oz This "message” appears when a column with numerical contents is not wide
enough to display all of its content. You can correct it by increasing the width of the
column to fit everything correctly.

LAl\/[0I This error message appears when you divide something by 0. You can correct it by
changing the divisor in the function or formula so it is not zero or blank.

A\ I8l This error message appears when you have typed a wrong formula and Microsoft
Excel cannot recognize it. You can correct it by typing the formula’s correct name.
In the example above, cell B7 displays this error.

ANV This error appears when a mathematical formula includes cells that contain text as
well as numbers. You can correct it by removing references to cells containing text.

You can correct the mistake by
clicking the button that appears next
to the cell that displays the message

and choosing Edit in Formula bar.
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Type the following table and fill in the cells with the appropriate function.
In cells 14:10, remember to use a function with an absolute reference.

] A [ B | ¢ | b | E | F ' G [ H [ 1 [ 3 |
1 | Ticket S 7,00
2 | City Cinema
3 | Movies January February March April May Sum Viewers Average Viewers Income
4 | Adventures 36524 15420 52000 82541 21115
S | Comedies 45858 36452 42000 45452 20365
6 |Action 36458 52645 12520 15234 35122
7 |Romance 31092 15345 42510 25100 15334
8 |Science Fictior 26734 56353 15200 24542 15454
9 |Crime 15856 41312 16000 35244 85600
10 |Drama 15455 15205 15552 455 15485
11
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DIGITAL TEENS 2 MODULE 5

TASK 4

Advanced charts

Charttypes

To make your data presentations more lively and interesting,

you can use charts and graphs.

111 &JColumn/Bar Chart]H]

used to illustrate comparisons
between a series of data. In
a column chart, categories
appear horizontally (x-axis)
and numeric values appear
vertically (y-axis). The opposite
happens in a bar chart which
is one of the most commonly

-
The [{TXEEIL is used to

display trends. It shows the
changes in data over a period
of time. Numeric values always
appear vertically (y-axis) and
time horizontally (x-axis). It is
suitable for showing data fora

The [YEEYEL is like a Line

Chart except that the area
below the plotted line is filled in
with color. It is used to display
trends over time or some other
category and it is suitable for
showing data for a limited

= wWins

Hlosses

ooy foron ks Phitiphs Yo s Oarotrie: CHombut: dusiacs S imonsizer

used chart types. large number of groups. number of groups.
. J / L / J
= J J
Ja
A

B Wins.

W Losses

(The EEXLEIL is used to display A
only one series of data. It shows
the relationship of the parts
to the whole. You have to pay
attention. It is suitable for
showing data for one group.

The TERGLEIL is used to

display the values of two series
and to compare them over time.
Itis like a line graph, except
that the plotted line shows data
points. It is suitable for showing
the relationship between two
variables.

. J

4 . )
The DLITE] [T L6 Elyis used to

display data as doughnut slices
and is similar to a Pie Chart.

)

)

wins

mLos Angeles Lakers

™ Boston Celtics

= PhiladeIphia 76ers

W New York Knicks

= Detroit Pistons

= Chicago Bulls
 Golden State Warriors

M San Antonio Spurs

\ |
e

J

®LosAngelesLakers

m Boston Celtics

® Philade Iphia 76ers

W New York Knicks

M Detroit Pistons

m Chicago Bulls
 Golden State Warriors.

™ San Antonio Spurs

Don’t forget to save your work frequently and always backup your files to another place! )




A B C D E
To add a chart: Statistics

1
2 Team wins loosses
. 3 |Los Al les Lak 16 15
> Type this €) and select cells A2:C10. e B -
. 5 |Philadelphia 76ers 3 6
> On the Insert tab, in the Charts group, 6 [New York knicks 2 5 o
2 7 |Detroit Pistons 3 4
C||Ck COIumn o 8 [Chicago Bulls 6 0
. 9 |Golden State Warriors 3 3
> In the list of column chart sub-types, e Son Antonio spur " 5
click the one you like. €
AutoSave B)o = 2 Bool
File Home w Page Layout mulas Data Review View
A 8 @ D E F | @ H [ v | s | k| ~E- M- = .
Statfistics o o Aoz D]? d?rn Eum{"n @ R q:[“@
Team wins loosses h itl Add- | Recommended 3D
Los Angeles Lakers 16 15 Chart Title e Chaits M \_HH m—ﬁ fop
Boston Celtics 17 1% oul
4 # | std 3-DColumn

New York Knicks

Detroit Pistons

3

2

: i Jat 43 4 -
Chicago Bulls 6 Statistics

3

4 rs

1
2
3
4
5 il ia 76ers
6
7
8
9

Golden State Warriors wins | 2-DBar

- K RS o

10 [San Antonio Spurs O S ) 16

1 & & ¢ v
1 ¥ & &

12 \ & & & rs

3-D Bar

3

2

14| mStatistics wins B Statistics loosses 3
15| [e} e) 6
i 3

4

-
3 F
&
i
&
P
|
m

10|SanAntonioSpurs |In Mure-Cu\umn Charts... E Q
2! 03
30
*
Modify chart AutoSave (@ 0f) Bookl Chart Tools Binary Academy I'_I|'Ig
File Home Insert Page Layout Formulas Data Review View Help Design Format £ search & Share 2 Commy E o
(4
= W0 —
After you create a chart, you can (=D Mo | . Pl M | ] @ B o | A
. . . Add Chart Quick | Change | /7777 | 777777 | ldde/ e el <) | SwitchRow/ Select | Change | Move al
modify it. For instance, you may Tri | G Cotomr o | Cra e | Chor z.,
. . . Chart Layouts. Chart Styles Data Type Location
want to change its titles or its type. ” ” =]
Chart1 i fe c
=
A 8 © D E F G L [ e | m o
1] statstics o ° oD
To move the chart: 2| Team wins loosses Chart Title o
3 |Los Angeles Lakers 16 15 [
4 |Boston Celtics 17 4 }E 4
. 5 |phi ia 76 3 6 i
> CIICk the Chart- 6 ‘Newvorkl(nick:rs 2 6 1§ [| L
7 | Detroit pistons 3 4 H .EI ﬂ - l
A 3 8 |Chicago Bulls 5 0 H Wi
> On the DES|gn tab In the 9 |Golden State Warriors 3 3 ° & ¢ & F © ADE
. . = & & X & $ & o,_,*
Location group, click 10 andniono spus Z D A A A
12| K4 & &8
Move Chart. @ & é
14| W Statisticswins W Statistics loosses
> You can move your chart ::J L= s ] ——r——©
1 Move Char ? X
to a new sheet or wherever il A

Use m to Choose where you want the chart to be placed: —

move your chart y] @nevinee 2
asanobjecttoan |
existing sheet.

you want. @

M O Objectin: [sheet1 ~
T

Flle  Home Inset  Pagelayout  Formulas  Data  Review  Viel elp  Design Format O Search 15 Share 3 Comments @

1o changs the Stape Ful of el PSS |[ ) () (o) L e 2 [ B
the chart; Dreaommnsye | ALLL | e A | | Hscetonrwe 2 | FB5

Current Selection Insert shapes shapestyies | M I IOy ssibil.. Arrange size IES

. fe || =SERIES(Sheet1!$C$1:$C$2,Sheet1!1$AS! ) [ P
> Click the shape you want T -

Standard Colors |

to make changes to. For . CCRECELELE 7
example select “wins". ® e 9

. [@ Gradient »

> On the Format tab, in the - .

Shape Styles group, click s
Shape Fill. @ .

> Click the color of your 1 _l l

choice. @




&) Shape Fill - \ AN

You can choose to have your chart on a

Automatic = o
e ~ = oo A new sheet. In that case your chart will
psagMoreFill Colors... WO take up the whole spreadsheet.
when you want to fill the . .
shape with a color which Aj I I ul ii
is not available in the \_I AEEERE s
N Standard Colors .
list. . mummm | | Use Gradient when you want tofill
\ No Fill L the shape with a gradient color.
N More Fill Colors
se JlAuLs when you | o B Picture.. s
wanttofilltheshape |—— | @ Grdient > Use 3T when you
with a picture. Tedturee— v | want to use a texture fill.
J g
om:me Insert Page Layout Formulas Data Review View Hel i FJ
To change the titles: W © = - S e i ]
i . Add Chart Quick | Change Ilj!g!g! gL Mﬂjgl.u HLW;JM' 1K Use m If y!:)u don’t
> Click the Chart to select it. R e | e — L want a title.
> On the Design tab, in the | mame————= . N
y Chart Layouts group, click I e : . e S I Centered Overlay
o8 Add Chart Element. @ B Evort e Chart when you want to center
[ .
o . . I G Lml Centered Overlay the title over the chart,
=4 > Click Chart Title and “’B ““ More Tite Options.. but don’t want to change
E3 then select Centered i the size.
ng Overlay. © 0" u \_ [ D
'_
N o
%2 > Double-click the Chart (T — A
oW Title, delete the words and i Jore Title Options..
op statistics. © when you want more
= type : . == *ﬂ options about filling, line
(o 5 o
Eg > Click anywhere outside the . style, etc. )
o8 chart title.

GRADE

tosangeestalars  Boston Clties

To change the format

file  Home Insert  Pagelajout Formulas Data  Review View Help Design  Format O Search & Share P Comments  ©
of an axis: e I Wm I I - | & =\ | B
‘Add Chart Quick | Change ddalor 482} o ddaloL ddalor 2| | SwitchRow/ Select Change Move
Element~ Layout~ | Colors~ Column  Data | ChartType | Chart
> On the Design tab |n the n Aafs » Chart Styles Data Type Location ~
o LSS i |dh ~ Primary Horizontal
Chart Layouts group, click = = -
i Datalabels » ﬂlﬂh Prinaey el Statistics
Add Chart Element. @ el e 7
> In the Axis Title pop- e 2| 4
out menu, click Primary . .
Horizontal. @ =
> Double-click Axis Title,
delete the words and type
o [ i l-l I
> Click anywhere outside the oy erramitary-icrmili-ur-alr———
axis title. vmg o
AR | ]
Chartl | sheeti | @ [ [
Ready ] o - 1 + 86%




Minichart

Sometimes you just want a graphical representation of your
data inside a chart. To do this, you can use mini charts.

L File Home Insert Page Layout Formulas Data Review View Help £ Search o £ S|
To add a mini chart: B = o (o] K g: [ﬁ. @ | = 7| |
PivotTable Recc Table i Add- a. \‘_': L Maps PivotChart 3D Ewo uann Filters | Link | Com
> Select the cells you want L S i M ' e e
. . Tables Charts | Tours Sparklines Links Comm|
your mini chart to be = . 2
displayed in. For example, A B | c e | FE | e | & | bk |
1 Statisti
SE|eCt D3:D10. o 2 Team : c\suins loosses
3 |Los Angeles Lakers 16 15
> On the Insert tab, in the i coston cettics A A
. . 5 |Philadelphia 76ers 3 6
Sparklines group, click 6 [New vork Knicks > 5
7 |Detroit Pistons 3 4
Line, 8 [Chicago Bulls 6 0
e 9 |Golden State Warriors 3 3 o Create Sparklines ? X
> In the Create Sparklines EL5en Antonto Spurs 2 .

Choose the data that you w:
window, in the Data Range e = 0 £

bOX’ type 4 B I & B L Choose where you want the sparklines to be placed
1 Statistics —_—
B3:C10 o This contains > Team ins — Location Range: | SDS3:5DS10 [2]
) 3 |Los Angeles Lakers 16 15 e
the data you want to 4 [Boston Celtics v 2 —
. 5 |Philadelphia 76ers 3 6 —
represent in a graph. 6 |NewYorkKnicks 2 s —
7 |Detroit Pistons 3 4 =
g 8 |Chicago Bulls 6 0 —
> CIICk OK' o 9 |Golden State Warriors 3 3 -
10 |San Antonio Spurs 4 0 =
1

Sparkline Tools r Academy

)
o
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c
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w

To modify a mini chart:

Page layout ~ Formulas  Data  Review  View  Help Design £ Ssearch & Share | 32 Comments = ®

& | O High Point [ First Point 2 Sparkline Color ~

> Select the cells D3:D10 I | Otowboint [ LastPaint \/\/\V\/\\/\/\\/\/\\/\/\ilﬂmkcl

. . . [ Negative Points [] Markers
where the mini chart is. € i

Show Style ~
> On the Design tab, in ~ -
. B c D 3 F | G H | J k |\t M N B ADE
the Style group, click L
. i I
Sparkline Color €) and e ——
click the color you want. € z O —— Theme Colors
2 6 — H EEEENEN
3 4 —
6 0 e [
3 3 - I i L
4 0 e
«ARNNERENE
Standard Colors
A | 8 € D | E [ ] EEEEN
L Statistics More Colors...
2 Team wins loosses — .
3 |Los Angeles Lakers 16 15 S = Weight ¥
4 |Boston Celtics 17 4 ey,
5 |Philadelphia 76ers 3 6 s
6 |New York Knicks 2 6 il Ye I I. K
7 |Detroit Pistons 3 4 il ou can aiso ciic
8 [Chicago Bulls 6 0 — WEILC el 1) to color
9 |Golden State Warriors 3 3 -
10 [San Antonio Spurs 4 0 e your markers.

Always double-check the formulas in your spreadsheet.
A tiny mistake may cause a huge problem!




Conditional formatting

When you want to change the way your cells look based on what they contain, you can apply conditional
formatting. First, you specify certain conditions, and your cell appearance will change to meet these conditions.

G AutoSave B 9- Book1 - Saved ~ Binary Academy
To apply Conditional , e
- File Home Insert Page Layout Formulas Data Review View Help §ol 8 Sl
Formatﬂng- er:l X i Tn Jas | ==E9- & |[|cnen . = @ F/ glnsen o ~
m- - % Delete ~ -
Paste " . JALllE === - . G Conditional Formatas Cell | '
> Select the cells which you Tl en s SR Sl e S | He O
. Clipboard & Font ] Alignment ] Number ] it Culi R R Cells
want to apply conditional & -] ¢ RS =
. e
formatting to, for example A | c b | e | e | o | somonmrae > PR
1 Statistics
B3 tO C1 0. o 2 Team wins loosses @ Data Bars b
3 |Los Angeles Lakers 16 15 ) ﬁ
H 4 [Boston Celtics 17 4 e Color Scales »
> On the Home tab’ In 5 |Philadelphia 76ers 3 6 =
the Styles group, click i oiituidls z . — B wonsets >
. . 7 |Detroit Pistons 3 4 il
Conditional Formatting. € & [Chicago bulls 5 o — o@ Mwdiie:
9 |Golden State Warriors 3 3 - E@ ClearRules g
. 10 |San Antonio Spurs 4 0 S [E Menage Rules...
> Click New Rule. © il

> You can select the criteria o
you want to use, for example T¥YFormat only cells that

4 g
% C||Ck Format Only Ce"S that m to create rules and format
o contain. @) your cells based on these.
U w
o
EE’ > Type 10t0 20. @ ]
M
n O . New Formatting Rule ? X
TS > Click Format and format /
74 . Select a Rule Type:

N
S} v the Ce”S accordlngly.e ~ Format all cells based ontheirva:y
'% E I k -:orma: on:y:eus th:t;ontam —

= Format only top or bottom ranked values
(@)} E > C IC OK‘ 0 = Format only values that are above or below average
= i = Format only unique or duplicate values
== = Use a formula to determine which cells to format
ak
Eo Edit the Rule Description:
8 E Format Cells ? X Format only cells with:
Number  Font  Border Fill [cenvatue  [V] [between ] [10 [2] ana [ [2]
Background Color: Pattern Color:

GRADE \ Automatic Preview: No Format Set Eormat...

Pattern Style:

I concel

A LB | e D
1 Statistics
Sample 2 Team wins loosses
3 |Los Angeles Lakers 16 15 T
4 |Boston Celtics 17 4 TS
lTaz‘ 5 |Philadelphia 76ers 3 6 "
E— 6 |New York Knicks 2 6 il
[ cancel | 7 |Detroit Pistons 3 4 e
8 |Chicago Bulls 6 0 e
9 |Golden State Warriors 3 3 -
10 |San Antonio Spurs 4 0 e
1|
A | B | c |
A Emissions ceilin
Pollutant Emissionsin2007 target in 2010 ¢
(Ktonnes)

il (Ktonnes)
2 |NOx 1486 1167
3 |S02 591 585
4 |NMVOCs 942 12
5

6

Type the following table; add a pie and a
column chart. Change the fill colors and

the axis names in the chart.
NH3 289 297




TASK 5

Import and export data

A Comma-Separated Values (CSV) file is a simple file format that is widely used by
scientists and businessmen. As its name suggests, the values in each row of data are
separated by a comma or a tab. CSV files are used to transfer large amounts of data to
and from different companies or applications.

Sometimes, you will need to &) contacts - Notepad
import data from a CSV file to File Edit Format View Help
Microsoft Excel. Let's create a First Name,E-mail Address,Mobile Phone,Home Street
CSV file. Open your Notepad Kim,kim@digital-kids.com,2125604412,22 Alfred Drive
el ree e Tl g e Lisa,lisa@digital-kids.com,2125002020,36 Cambridge Court
ypP 9 : Marco,marco@digital-kids.com,2125004321,44 Woodrow Way
Save the file under the name Stella,stella@digital-kids.com,2125001234,2048 Central Avenue
Tom, tom@digital-kids.com,2125002020,36 Cambridge Court
contacts.csv A .
Alex,alex@digital-kids.com,2125005162,202 Newport Lane
o - Binary Acaden
To open a CSV file in Excel: K
File Home Insert Page Layout Formulas Data Review View Help £ search A
q q X Alibri = A | = ab General  ~ | [ Conditional Formatting~ | & Insert +|
> Click the File tab @ and | fea n il g S | = e
then click open. e SN BEIRU [ [l A (= = 2= MR i Cell Styles - [ Format +
. Clipboard 1% Font r, Alignment ml  Number & Styles Cells
> Click Browse € and from = — y
the Open window select
i Bl s [ c o e RN e e e e e
Text Files from the drop- 1 ]
down list .@ = Text Files ==
All Files )
> Select the CSV file you All cel Files
X Open cel Files
want @ and click Open. @ All Web Pages
€ > > ThisPC > Documents > v @0 XML |Ies
Organize v New folder All Data Sources
= & Access Databases
" Adobe Query Files
A QlickEecess Custom Office Templates © dBase Files
O pe n I Desktop ” (&1 My Data Sources (©] Microsoft Excel 4.0 Macros
& Downloads # Website_files [©) Microsoft Excel 4.0 Workbooks
Documents ) contacts ©] Worksheets
Recent : Workspaces
@ Sesn [&] Pictures » Templates
Q ) Grades Add-ins
p\ Shared with Me ) Miie Toolbars
Personal My movie SYLK Files
.y Data Interchange Format
&, OneDrive - Personal B videos Backup Files
inarylogic.academy.en om [ Microsoft Excel OpenDocument Spreadsheet
SaveAs Other locations.
_ ¢@, OneDrive
ornt [y misec —
Share -@ Add a Place ¥ Network v
Export 3 B — File name: v TextFiles v
Publish Tools ~ Cancel
A | B | C | D | E F |
1 |First Name E-mail Address Mobile Phone Home Street Using the Open
2 |Kim kim@digital-kids.com 2125004412 Alfred Drive command thiS way
3 |Lisa lisa@digital-kids.com 2125002020 36 Cambridge Court .
4 |Marco marco@digital-kids.com 2125004321 44 Woodrow Way the CSV f‘le does not
5 |stella stella@digital-kids.com 2125001234 2048 Central Avenue change its format.
6 |Tom tom@digital-kids.com 2125002020 36 Cambridge Court
7 |Alex alex@digital-kids.com 2125005162 202 Newport Lane
8
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If you want to store lots of information, you can convert your text to a table.

To convert text to a table:

> Select the cells you want to
convert to a table.

> On the Insert tab, in
the Tables group, click
Table. @

> Select cells A1 to D7 (the
text you have just imported).

(2]
> Click OK. ©

To convert a table to text:

> Click the table. @

> On the Design tab, in the
Tools group, click Convert
to Range. ©

> Click Yes to confirm the
conversion. €

contacts - Excel

File Home Insert Page Layout Formulas Data Review View Help £ Search
ﬁ:l'? @ B IS ‘ I:I:l? ;ﬂé‘v EEV nﬂjjv A meEl |Lom —
. = v ib - s~ | Create Table ? X
PivotTable Recommende  Table ~ lllustrations | Add- | Kecuiioanded an. |- i
PivotTables - ins~ Charts g [~ X
Where is the data for your table?
Tables Charu.
|=sasiisosil 2]
Al L fe First Name
My table has headers
A B «© D
1 [First Name E-mail Address Mobile Phone Home Street " Car;czl
2 |Ki kim@digital-kids.com 2125004412 Alfred Drive |
3 |Lisa li igital-kids.com 2125002020 36 Cambridge Court
4 |Marco mar jigital-kids.com 2125004321 44 Woodrow Way |
5 [Stella lla@digital-kids.com 2125001234 2048 Central Avenue
6 [Tom tom@digital-kids.com 2125002020 36 Cambridge Court
7 |Alex alex@digital-kids.com 2125005162 202 Newport Lane
8 =1
Q
AutoSave s contacts - Excel Table Tools
File Home Insert Page Layout Formulas Data Review View Help Design £ Search
Table Name: Summarize with PivotTable F‘ @ D D Header Row  [] First Column Filter Button =T
S 5 =]
Table2 E( Remove Duplicates Insz Exp?’t Refr;’sﬁ F [ Total Row [ Last Column
5 =5
‘& Resize Table | (% Convert to Range Slicer - Iy Banded Rows [] Banded Columns
Properties Tools External Table Data Table Style Options
D1 v fe | Home Street
4 A B © D E F | G H
1 Y Addre A Mobile Pho | Home Street z
2 |[Kim kim@digital-kids.com 2125004412 Alfred Drive
3 |Lisa lisa@digital-kids.com 2125002020 36 Cambridge Court
4 |Marco marco@digital-kids.com 2125004321 44 Woodrow Way
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You can also import data from a CSV file into the existing or a new Excel worksheet.
Unlike the previous method, this is helpful because it does not simply open CSV in
Excel but data can be formatted and analyzed more easily.

in a CSV file, columns
may be separated by other

> On the Data tab, in the Get & Transform Data group,
click From Text/CSV. @ A
characters such as “;"or "

> Locate and click contacts.csv. €@ or a space.

> Click Import. € The contacts.csv window will appear.
> Click Load. @ to import a delimited file.
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You can also convert to range by right-
clicking the table, and clicking Table.




Exportdata

Sometimes you want to store the data that you have created with Microsoft Excel in a format
that can be understood by other applications. To do this, you can export them to a CSV file.

For example you have the spreadsheet below:

To export data from Microsoft Exceltoa T

CSV file:

> Click the File tab. @

> Click Save As and then Browse. @The Save
As window will appear.

> Choose the folder where you want your
document to be saved. €

> Type a name for your file in the File name box.
(4
> In the Save as type list, click CSV. @

> Click Save. @
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Csv

CSV files are simple but important. A CSV is a simple text file with no format. The data are stored as

a sequence of characters. This way the file is relatively small in size, even though it can hold a large
amount of data. The CSV format is widely supported by companies and consumers, because it helps
them transfer large amounts of data from one program to another. Because it's small in size and can be
highly compressed through zip programs, you can transfer the data more easily over the Internet.
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kFir‘st Name,E-mail Address,Mobile Phone,Home Street across CSV flles qu‘te a lot

Kim,kim@digital-kids.com,2125004412,A1fred Drive from now on. Especially,
Lisa,lisa@digital-kids.com,2125002020,36 Cambridge Court .
Marco,marco@digital-kids.com,2125004321,44 Woodrow Way ‘fyou want to transfer

Stella,stella@digital-kids.com,2125001234,2048 Central Avenue data from databases to
spreadsheet and vice versa.
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January,February,March,April,May, June,July,August,September,October,November,December,Total,Average,Min,Max
Oragnes,10,12,5,10,6,17,20,15,0,14,18,5,132,11.00,0,20
Apples,8,13,25,9,12,14,14,19,10,0,17,5,146,12.17,0,25

Potatoes,15,14,19,4,18,12,9,8,15,5,0,5,124,10.33,0,19

Tomatoes ,20,17,14,5,17,6,7,20,12,3,10,5,136,11.33,3,20

Total,53,56,63,28,53,49,50,62,37,22,45,20,,,,
Average,13.25,14.00,15.75,7.00,13.25,12.25,12.50,15.50,9.25,5.50,11.25,5.99,,,,
Min,8,12,5,4,6,6,7,8,0,0,0,5,,,,

Max,20,17,25,10,18,17,20,20,15,14,18,5,,,,

Open Notepad and type the following text. Save it as a CSV file and
give it the name of your choice. Then import it into Microsoft Excel.

Rank, Country, Total medals
1, USA, 104

2, China, 88

3, Great Britain, 65
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T
Project

If you want to analyze some data, first of all you need to gather it. Brainstorm a list
of the ideas that you want to include in your analysis. Write the ideas down on a
notepad and don't forget to write down all the things that you want to display and

compare.

Let’s analyze the carbon dioxide emissions
in your country. Using the Internet try
to cross-check all your information to
make sure it (s correct.
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After inserting your data, create the
formulas that you need. Don't forget
that empty cells are ignored!
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When you finish collecting your data,
open Microsoft Excel and type it in an
appropriate way. Keep in mind that you
should add headings or titles to your
columns and rows in order to define what is
shown in each cell.
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Finally, print the graph and data table.

Form teams and analyze relevant data about the top
five countries with the most medals in the Olympic
Games in the last twenty years. Find information on
the Internet.

Don’t forget to illustrate the data with the help of a
graph. Print the graph and the table and share them
with your classmates.
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