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Module 4
Introducing Spreadsheets
Description: Often, in your day-to-day life, you have to document and keep track of different kinds of information, such as contact details of the different people you meet, your monthly expenses, bill payments, shopping lists, timetables and schedules for events such as birthdays and so forth. Have you kept track of similar information? Maintaining such information often involves creating tables and making calculations. Using the Spreadsheet application, you’ll be able to enter, calculate and update data in a simple way.  
A spreadsheet or worksheet is an effective tool to record all sorts of data like addresses, financial data of businesses, income and expenses, and so forth. The great thing is that it will perform calculations for you, and help you to organize data. It can also be used to make charts and graphs. Let’s explore how spreadsheets work.

Activity 1: Exploring Spreadsheets

Spend a few minutes exploring the Spreadsheets software using the Help Guide. Try to complete the following tasks:

a. Find the Spreadsheets software and open it. ( See Help Guide, Spreadsheet Skill 1.1)
b. Type 3 different words in different cells of one row. ( See Help Guide, Spreadsheet Skill 4.1)
c. Type 3 different numbers in different cells in a single column. Add the total of these numbers below them using the “Sum” formula. ( See Help Guide, Spreadsheet Skill 7.1)
d. Type all the 3 words in one cell one below the other. Make sure all the 3 words are visible. ( See Help Guide, Spreadsheet Skill 4.1)
e. Change the height and width of rows 1 - 3 and columns A – C. (See Help Guide, Spreadsheets Skill 5.5 and 5.6)

Answer the following questions once you complete the exploration:

1. Were you able to complete the tasks? What skills did you learn?

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________
2. What kind of activities can you do using the Spreadsheets software?

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________
3.  Compare Spreadsheets software to using a calculator? Which is better? Why?

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________

4. Share your answers with the rest of the class and note down points shared by your friends.

_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Activity 2: Getting to know Spreadsheets using the Help Guide
Follow the steps to explore Spreadsheet skills using the Help Guide:

1. Double click Help Guide icon on the desktop to start the application. 

2. Click the Spreadsheets link on the left navigation pane. 

3. What are some of the listed skills? ______________________________________________________________________  ______________________________________________________________________  ______________________________________________________________________  
4. Click Getting to Know Microsoft Excel* (See Help Guide, Spreadsheets Group 1)
Note: This group name will change depending on the Help Guide version being used.

5. What are some of the listed options?

_______________________________________________________________________________________________________________________________________________________________________________________________________________
6. Open a new spreadsheet (See Help Guide, Spreadsheet Skill 1.1) 

Note: To view individual steps while you work, click the serial number of the skill. Click Return at the bottom of the individual pop up window to come back to the main window.

7. View the different toolbars. (See Help Guide, Spreadsheet Skill 1.2, 1.3, 1.4, and 1.6)

8. Notice that an Excel window has several unique elements identified in the table below.

	Row: 


	A horizontal group of cells in a worksheet. A Number is used to identify each row.

	     Column: 


	A vertical group of cells in a worksheet, identified by a letter.

	      Cell: 
	A Cell is an intersection point between row and column. Each Cell is assigned a name according to its COLUMN letter and ROW number. When referencing a cell, you should put the column first and the row second (e.g., Cell “A2”). 


9. View the Name Box (See Help Guide, Spreadsheet Skill 1.5)
10. View the Formula Bar (See Help Guide, Spreadsheet Skill 1.6)
11. Type “Numbers” in cell B1 (See  Help Guide, Spreadsheet Skill 4.1)
12. Type any number in cells - B2, B3 and B4. 
13. Type “Total” in cell A6. 
14. Click cell B6. Then, find sum of the numbers. (See Help Guide, Spreadsheet Skill 7.1)
15. Type any number in cell B5. Notice the change in the total of numbers automatically.
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16. Click the Close button [image: image2.jpg]


 to close the spreadsheet. 
Activity 3: Using Spreadsheet Skills
You will have an opportunity to develop spreadsheet skills as you complete the sample in the Guided Practice section and create samples in Self Practice section later.

Step 1: Guided Practice 
Monthly Budget

Monthly Budget is a list of planned monthly expenses and income. Nowadays, many people prepare a monthly budget to plan for their savings and investments. 
PLAN IT OUT
Create your monthly budget based on your monthly income and expenses. Look at the following sample. 
[image: image3.png]MONTHLY BUDGET
[Salary 15000.00fRent 2550.00)
[School Fees 570.00)
Food 3076.00)
Electricit bill 500.00)
[Telephone bl 600.00}
Gas Cylinder bil 400.00)
aig's salary 50000)
isc Expenses 1500.00]
Entertainment 500.00)
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TOTAL 15000.00] TOTAL 10696.00}
Savings 4304.00)
Percentage of total Income. 29%)





Monthly Budget Example
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Monthly Budget Chart Example
List all the sources of income (For example, Salary, Rent, and so forth.) and probable expenses in the following table and plan your monthly budget. 
	INCOME
	EXPENDITURE

	Particulars


	Amount 
(in Rs.)
	Particulars
	Amount              (in Rs.)

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


TRY IT OUT
Try to complete the following steps with the aid of the Help Guide.
A. TYPE COLUMN HEADINGS FOR YOUR BUDGET 

1. Start the spreadsheet software and open a new blank sheet. (See Help Guide, Spreadsheets Skill 1.1)

2. Type a title for your budget in cell A1. (See Help Guide, Spreadsheets Skill 4.1)

3. In the cells below, type column headings “Income”, “Expenditure”, “Particulars”, “Amount (in Rs.)”. (See Help Guide, Spreadsheets Skill 4.1)
4. Make the headings bigger or smaller. (See Help Guide, Spreadsheets Group 2 and Skill 5.2 )
5. Change the look of the words. (See Help Guide, Spreadsheets Skill 5.1, 5.3 and 5.4)
6. Change the alignment of the words. (See Help Guide, Spreadsheets Skill 5.7)
7. Save your work in the Spreadsheet folder created in Module 2. (See Help Guide, Spreadsheets Skill 1.8)
B.  TYPE THE AMOUNTS FOR YOUR BUDGET

1. In the cells below the column labels, type the amount for income and expenditure that you had planned in the table. (See Help Guide, Spreadsheets Skill 4.1)

2. Save your work.
C.  MERGE COLUMN HEADINGS
1. Merge cells with the column headings of your budget title, “Income” and “Expenditure”. (See   Help Guide, Spreadsheets Skill 5.10)
2. Save your work. 
D.  FORMAT NUMBERS

1. Format the numbers so they show as decimal. (See Help Guide, Spreadsheets Skill 4.9) 
2. Save your work. 
E.  CHANGE THE APPEARANCE OF YOUR SHEET

1. Change the height and width of cells. (See Help Guide, Spreadsheets Skill 5.5 and 5.6)
2. Add a background colour and effects for cells. (See Help Guide, Spreadsheets Skill 5.9) 
3. Save your Work. 
F.  ADD TEXT IN THE CELLS

1. In the cells below the total, type “Savings”, and “Percentage of total income”. (See Help Guide,  Spreadsheets Skill 4.1)
2. Save your work.
G.  ADD FORMULAS IN YOUR BUDGET

1. Insert a sum function to total the income and expenditure. (See Help Guide, Spreadsheets Skill 7.1) 
2. Insert a formula to show the savings. (See Help Guide, Spreadsheets Skill 7.4) 
3. Insert a formula to show the percentage of total income. (See Help Guide, Spreadsheets Skill 7.6 and 4.9)
4. Save your work. 
H.  ADD A CHART IN YOUR BUDGET
1. Create a chart using the wizard. (See Help Guide, Spreadsheets Skill 8.2)
2. Change the look of words and numbers in the chart. (See Help Guide, Spreadsheets Skill 8.5)
3. Change the colour of slices in chart. (See Help Guide, Spreadsheets Skill 8.8)
4. Save your work. 
Step 2: Self-Practice 

Practice your Spreadsheet skills by making samples using the Help Guide.  

Complete the following activities in your spare time.
1. Address Book

You can record the contact addresses in spreadsheet. The format of spreadsheet makes it easier to create and manage large number of addresses. Create your address book using the Help Guide. 
[image: image5.jpg]1|Sakshi Agrawal |13, Ahmed Nagar, Sarojani Road, Bandra-West, Mumbai 02227689367
2|Ekta Mehta "Akansha’, Loiwal Society, Madan Zampa Road, New Delhi-3 | 011-28739197
3|Laisha Manwani_ |23, Gokul Nagar, Nr. Pratap Nagar Bridge, Baroda - 09 0265-2630929
020-2678589
4|Neetu Punjabi___|23, Gitanjali Kunj, Nr. Nehre Ground, Pune - 01 9823405897
5|Shalini Parmar__|A-4, Ananad 1, Behind Aagan Towers, Majalpur Road, Surat - 6| 0261-26457892
6|Bharat Kappor |18, M.G.Road, Opp. Nath Mandir, Indore - 7 073-27689356

Hema Jha

|Adnani Palace, 1t Floor, Nr. Mani Nagar Highway Station, Mani
Nagar, Ahmedabad - 04°

079-25461034





Address Book Example
2. Travel Budget
As a family, you can plan an expenditure budget for a holiday trip. In a business, you can make a budget for a business trip. Create a travel budget using the Help Guide.
[image: image6.jpg]N, B | _C I —
| Three Day Budget for Bolpur
2
3 [Costs Day 1 Day2 _ bay3 Subtotal
4 [Hotel INR 500,00 [INR 500,00 INR_1 00000
5 [Food INR 250,00 [INR 250,00 INR 500,00
6 [Transportation INR 7500 | INR50.00 | INR7500 | INR 200.00
7 [Gifts INR 200,00 INR 200,00
8
9 [Grand Total | INR 1,900.00 |





Travel Budget Example
Activity 4: Using What I Learnt 
1. In this activity you will discuss the uses of Spreadsheets software in your daily life. The software has many uses. For example, you can use Spreadsheets for making

· Surveys 

· Shopping List
· Expense Sheets

· Accounts and Balance sheets
Think about other possible uses of Spreadsheets in your day to day life. Use the space given below to list the different uses of Spreadsheet.

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

2. Share the list with your friends and note down any additional points. 

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Skills Set Checklist

Go through the checklist to review what you have learnt. 

	Skills
	Yes
	No
	Need Practice

	I can enter and edit text and numbers in a Spreadsheet.
	
	
	

	I can move around the spreadsheet. 
	
	
	

	I can perform simple calculation and apply a formula.
	
	
	

	I can combine and merge cells.
	
	
	

	I can format cell and change height and width of rows and columns.
	
	
	

	I can create chart and define chart type.
	
	
	

	I can save a Spreadsheet.
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