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Please note

= Screenshots used in this manual may appear different from those on computer screens used by participants;
variations in versions of the software and differing operating systems may be in use.

=  The World Wide Web is constantly evolving and content and URLs (Universal Resource Locators - website
addresses) change over time. It is possible that the content located at some of the URLs listed throughout this
manual may change over time.

= Screenshots and software titles used throughout the manual are from a PC using Windows Vista©.

= Participants using other operating systems may encounter some differences in screen presentation and layout.

Throughout this module reference may be made to software titles and suppliers of Internet services.
These references are made purely to illustrate or expound course content. Any such reference does
not imply any endorsement by the NCTE of a product or company. The reader should be aware that
typically there are many products and companies providing similar services in areas related to ICT.
Participants should be as informed as possible before making decisions on purchases of ICT products
or services.
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Excel 2003 in Mathematics Teaching

Duration

2.5 hours

Objectives
This module aims to enable the participant to:

e be familiar with basic functions of an excel sheet
e incorporate external data

e convert data to Number format

e drawa charts

e copy an Excel chart into Word or PowerPoint
e perform calculations

e draw scatter plots

e draw a line of best fit on a scatter plot

e calculate correlation

e generate a random number in a cell

e setup Pivot tables

e drawanormal curve
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Excel 2003

Why Excel?

1. Alot of teachers and students are familiar with it.

2. Package is on a lot of school computers.

3. The package enables teachers and students to get instant results.

4. Values can be changed and students see the results of these changes immediately.
Introduction

The following is the Excel 2003 interface
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By clicking on a menu item different options are available.



Spreadsheet

The letters going along the top denote columns and the numbers going down the side

represent rows. Note cell B3 contains 34. Column first followed by row.

To insert data

Click on the cell you want to enter the data into and type the data. To move to the next cell
press the tab key = Ion the left of the keyboard or just click on the required cell.

Formatting can be done in usual way as for Microsoft Word or Microsoft PowerPoint, i.e.
changing the size of text, colour, font etc.

Change

Change Font colour

Font size
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To wrap text (Place text on more than one line in a cell)

If the text in a cell is too long to fit in the cell you can wrap it as follows, go to Format, Cells
and with the Alignment tab open click Wrap text and click Ok.

To insert a new worksheet

Right click on one of the worksheets at the bottom of the page and choose Insert. Choose
Worksheet and click OK. Worksheets can then be rearranged by dragging to the left.

To print a worksheet

Go to File and choose Print. Select the pages, number of copies, etc. that you want printed
and then click OK.

To save an Excel File
Go to File and select Save. Select the File Name etc. and then click Save.
Equals Formula

For example, if one wants to add or multiply two cells and place the results in another cell.
Select the cell you want to place the answer in. Place the = symbol in the formula bar. Click
on the first cell you want to add, place the + symbol beside it and click on the second cell
you want to add. Press enter on the keyboard. The result will appear in the cell you first
selected and if you change the value of any of the cells that were the in the formula, the

X &[4 5
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Use of a Random Sample from Census at School

For the rest of the lesson it is assumed that teachers are working on a random sample of
data from Census at School Phase 8. To access random data from Census at School go to
http://www.censusatschool.ie/get-data/57-random-data-selector. For details of how to
download data from census at school see Appendix A.

T Microsoft Excel - CensusAtschool_Random_Sample_3_sec_en_GBR(L).csv [= i )
4] File Edit View Insert Format Tools Data FlashPaper Windew Help Type a question for help i
IR = BV RV e W TRy | |8 = -8l A ] ofl
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| 1 [location |sex age height  foot arm breath  hand languagesusefullangtravel  howlong whotravelreaction concentraglobalwar pollution rubbish water  en|”
| 2 |East female 13 166 22 154 32ir Lfrench  bus 90 varies 0.42 103 549 755 710 701
| 3 |Morth We female 12 143 20 138 1381 r Liwelsh walk 20 friends 0.31 45 1000 Looo 1000 1000
isouth We male 14 166 25 165 30r 1 ne bus 25 friends 5.25 49 500 500 500 500
| 5 |SouthWe male 16 170 30 150 1or Lrussian  bus 120 varies 0.34. 62 871 742 0 226
| 6 |East Midlzfemale 15 178 27 185 691 2 german  car 8 parents 0.35 42 1000 443 1000 1000
| 7 |North we female 14 163 23 158 36T 3 urdu car 10 varies 0.31 38 770 776 639 718 |
| 8 |East Midlzmale 12 160 25 124 17r 4 spainish walk 15 friends 0.43 68 838 852 843 895
ER North we female 13 142 21 90 18r 1 french walk 20 no 0.71 76 336 548 962 709 |

10 |Seuth female 11 144 22 126 40r L French  bus 60 friends 0.37 32 613 500 500 500

| 11 |North We male 11 144 24 144 29r 1 german walk 15 no 8 73 872 501 765 555
| 12 |East female 13 164 24 156 25 3 French  other 30 friends 0.35 57 87 155 268 0

| 13 |West Midlfemale 13 143 17 137 18r 2 spanish  walk 15 friends 8 26 660 664 591 500 ::
| 14 |south female 13 170 27 175 60 e 2 spanish | walk 30 friends 0.31 42 178 718 589 918 1
| 15 |East female 12 155 22 145 57ir 3 french  bus 35 friends 0.56 33 661 500 1000 259 |
| 16 |East Midlzfemale 12 154 13 91 27r 2french  car 6 varies 2.81 54 794 716 655 669

| 17 |Home Cotfemale 13 150 22 162 27r 2 English  bus 20 parents 0.34. 34 902 899 832 834| |
18 |East Midlzmale 13 160 255 160 alr 2french  bus 15 friends 0.43 82 280 424 348 747

| 19 |North We male 14 173 27 172 65 1 2 english  car 7 friends 0.26 79 a7 957 383 919
| 20 [Home Coumale 13 165 29 165 2r 2lenglish | car 7 parents 0.57 58 0 o 0 0

| 21 |south male 12 142 21 148 30r 2 french  rail 12 friends 0.51 45 1000 Looo 1000 500
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To preserve this original file remember to save under another name or do not save when
exiting the tutorial.

To hide a column (Notice the difference in Hide and Delete)

Click on the letter at the top of the column that you wish to hide, right click and choose
Hide. To Unhide a column, click the two columns on either side of hidden column/s (You can
click two columns simultaneously by pressing the Control button on the keyboard, as you
click the two columns), right click and choose Unhide.

As there is so much data in the random sample, we would like to hide Columns from P
onwards and column C. Now unhide column C.



To convert data to Number format
(Note the height, arm length etc. figures in the sample are not in number format and hence

cannot be used in calculations or graphs.) To convert: drag to select the data, a o symbol
appears beside the data, click on the arrow beside this symbol and select Convert to
number.

Select the Height, Foot and Arm columns and convert to Number format.
To insert data as numbers in the first instance

Select a column or range of cells. Go to Format, Cells and with the Number tab open pick
Number. Note at this point one can select the number of decimal places one requires or if
one requires a 1000 separator. Click OK.

To widen a column 5 -

A . . iusefultravel
Drag the line on the right of the column to the right. {Frenct bus

EFrencr walk

TVl
=]

Widen the K column.
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To draw a chart

. | [lll . .
Select the cells concerned. Click on the Chart Wizard situated on the toolbar. A new
dialogue box appears.
Chart Wizard - Step 1 of 4 - Chart Type -7 (=]
Standard Types | Custom Types
g-.it type: Chart sub-type:
ol SR -
E Bar [l
|ﬁ Line
Q PIE | =
.+ ¥V (Scatter) ¥ ‘"I
‘ fArea Irl 1
e Daughinut B | i
@f Radar
@ Surface I
e Eubbile - Bl
lstered Column, Compares values across
categaries,
I Press and Hold to Yiew Sample |

Cancel | = Bacl [ Mext = l | Einish ]

Choose the chart type of your choice. Then follow the wizard by clicking Next each time
until the only option given is Finish.

Draw a Column chart of the Height of the first 4 students.
Draw a Bar chart of the arm length of the first 10 students.
To change the colour of the chart

Click on one of the sections of the chart, then right click and choose Format Data Series.
With the Patterns tab open pick your chosen colour and click OK. One can also add Fill
Effects to the sections of the chart by clicking on one of the sections of the chart then right
click and choose Format Data Series. With the Patterns tab open click Fill Effects and
choose the effect of your choice. Click OK and Ok.

To change the colour of just one section of a chart

Double click on the section you wish to change, right click and choose Format Data Point.
Change the options as required: for example the colour.

11



To change the Plot Area of a chart

Click on the plot area, right click and choose Format Plot Area. Choose your colour or Fill
Effect and click OK.

Draw a 3D Column chart of the breath of the first 8 student and insert an orange Plot Area.
Note make sure the data is in number format.

To make a chart using more than one set of results (As below)
Select the data and draw the chart in the usual way.

Draw a Bar chart of the height, foot and arm of the first 5 students. See if there is any
pattern.

To draw a chart using a set of data that is not immediately under the headings For
example the results of students 3, 5 and 7 in the diagram below.

Press Control on the keyboard and select the data
T R R ereetn required.

171.00 30.00 171.00 34.00
154.00 25.00 145.00 32.00
158.50 22.50 162.00 A0.00
155.00 23.00 154.00 25.00

1s9 24 1654 0

163 23 166 a5

1as 2s 149 61

Draw a chart of the height and arm length of students 3, 5 and 7.

To draw a Pie Chart and show labels or Percentages

Select the cells concerned and draw the Pie Chart following the method used for other
charts. Right click the chart and choose Chart Options. With the Data Label tab open click
the box beside Value or Percentage as required.

Draw a Pie chart of cells L18 to L21 and adjust some of the fills etc.

12
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To Draw a Histogram with even class intervals and ungrouped data

(A special tool called Analysis Toolpak has to be installed and to iU

add-Ins available:

do this go to Tools and Add-Ins. A new dialogue box appears. Click T —

the box beside Analysis Toolpak and click OK. Once installed B o e
unless uninstalled this tool will be available on your machine.) Ef:{,;ﬁ:{f;‘i;’t;ﬁf'\fm

[ Lookup wWizard
[T solver add-in

Analysis ToolPak

d

Cancel

Browse. ..

B

Autornation.. .

Provides Functions and interfaces For financial and
scientific data analysis

L)

Type a table like the one opposite, with the actual values in
the first columns and the interval extremes on the right.
Check the intervals are equal.

ra

Go to Tools and Data Analysis. A new dialogue box appears.

Data Analysis
Analvsis Tools -
Anova: Two-Factor Without Replication -
Correlation Zancel

HiHY

Exponential Smoothing
F-Test Two-Sample for Yariances

Fourier .ﬁ.nalisis

Moving Average
Fandom Mumber Generation

Covariance i
D ipkive Stakisti =
escriptive Statistics ‘=‘ Help

Choose Histogram and click OK.

13
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[ Histogram @‘

Input

Input Range: FAEHEEELL ER |E
Bin Range: $CE214047 E‘ Cancel |
(7] Labels | hHelp |

Oukput oplions

i

1 oukput Range:
(@ Mew \Worksheet Ply:
Mew \Woaorkbook,

|| Pareto (sorked histogram)
[ Cumulative Percentage

For the Inputs Range select the values and for the Bin range select the interval extremes.
Make sure the Chart Output box is clicked. Click OK. Right click on the bars of the chart and
choose Format Data Series. With the Options tab open, move the Gap width to zero.

Draw a Histogram for the Number of seconds students can hold their breath.

To copy an Excel chart into Word or PowerPoint

Click on the graph, right click and choose Copy. Open Word or PowerPoint and click Paste.
Open either Word or PowerPoint and copy a chart you produced into it.

To calculate the Maximum, Minimum or Mean of a set of data

Select the set of data, right click the bar at the bottom of the screen and select Max, Min or
Average (Average returns the mean.), whichever is required. The required value will now
appear on this bar. Note in Excel 2003 you can only get one value at a time.

To calculate the Maximum, Minimum, Median or Average of a sample of data and insert it
inacell

Click on the cell you want to put the value into. Click on E[at the top of the worksheet.

A new dialogue box appears.

14



Insert Function

Search for a function:

| Type a brief description of what you want to do and then
clic|_< Go

O select a cakegary: | Al E|

Select a Function:

ASINH 3
ATAN 3
ATANZ L
ATANH
AYEDEY

| AVERAGEAR x

AYERAGE{numberl,number?z,...}

Returns the average [arithmetic mean) of its argurments, which can be
numbers or names, arrays, or references that conkain numbers,

Help on this Function [ (0] ] [ Cancel |

Change the option “or select a category” to “All”. Pick Max, Min, Median or Average, from
the options offered.

In cell D18 type the word ‘Maximum’ and then click into cell E19 and insert the maximum of
the cells E2 to E16. Repeat for Median etc. of heights etc.

To Fill cells with the same type of formula etc.

Select the cell that contains the formula you want to fill the other cells with, drag the box on
the bottom right of this cell across or down the other cells that you want to fill. Alternatively
select the cell with the formula and those that you want filled. Go to Edit, Fill and choose
the direction you want the cells filled in.

By dragging the format of cell E18, find the maximum of the foot, arm and breath.

In cell E19 place a formula for the minimum of the height and by dragging this formula,
place the minimum of the foot, arm and breadth in cells F19:H19. Repeat for the average.

To count the number of entries in a selection of cells

Select the cell you want to put the result in. Go to E[and pick Count as the function,
select the cells you want to count.

Using the Count function, place in cell L18 the number of entries in the travel column.
Remove one of these entries and see the figure in cell L18 change.

15



To Count the Number of people, who travel by each mode of transport

Click on the cell you want to put the result into. Go to E[ and choose COUNTIF. A new
window appears on the screen. Choose your cell range and the criteria. Click OK.

For example, if you want to discover the number of people in the data set who travel by bus
and place this figure in L19, the cell range would be L2:L16 and the criteria would be “bus”.
Change one of the non bus cells to bus and see what happens. Do the same in cell L20 and
L21 and L22 for “walk”, “cycle” and “car”.

To calculate Correlation

1. Clickin the cell you want to place the correlation value in.

2. Go E[and follow the arrow beside “or select a category:” to All. Choose CORREL and a
new window appears

Function Arguments [T | ]
CORREL
Arrayl E i
Array2 || ) =

Returns the correlation coefficent between two data sets.

Array?2 is a second cell range of values, The values should be numbers, names,
arrays, or references that contain numbers.

Formula result =

Help on this function [ 0K ] ’ Cancel ]

3. Click beside Array 1 on this new window and then highlight the first column of data that you
want to use for the correlation.

4. Click beside Array 2 on the window and then highlight the second column that you want to
use for the correlation.

5. Click OK.

Find the correlation between the arm and the foot columns.

16



To draw a Scatter Plot

1. Highlight the two rows of data that you want to use for the scatter plot.
2. GotoInsert and Chart. For Chart type choose XY (Scatter) and for Chart sub-type pick

“Scatter. Compares pairs of values”. Then follow the wizard by clicking “Next” each
time until the only option given is Finish.

Draw a scatter plot of the arm and foot data columns.
To draw the Line of Best Fit on a Scatter Plot

1. Right click on one of the points on the scatter plot and choose Add Trendline.

2. Inthe new window that appears with the Type tab open choose Linear. Click OK.

3. If you wish to show the equation of this line, highlight the line and right click. Choose Format
Trendline.

4. In the Format Trendline window, open the Options tab and click Display Equation on chart.
Click OK.

To find Quartiles of a data set

Click on the cell you want to put the quartile value into. Click on E[at the top of the
worksheet and pick Quartile from the selection of functions. A new window appears. Click
in the space beside Array and select the data set (or type in the cell range for example
A1:A12) of which you want to find the quartile. If it is the first quartile you require type 1
beside Quart and click OK. If it is the third quartile you require type 3 beside Quart and click
OK.

Find the first and third quartile of the arm span in the data set.
To find the interquartile range

To find the interquartile range we need to the difference in the value for the third quartile
and the first quartile. If the value for the first quartile is in cell B20 and the value for the
third quartile is in cell B21 and you want the interquartile range value to be placed in cell

B22. Click in cell B22, click beside E[and type in = B21-B20 and press Enter. The
interquartile range value will appear in cell B22.

Find the interquartile range of the arm span data set.

17



To find the Standard deviation of a data set

Click on the cell you want to put the standard deviation value into. Click on E[at the top
of the worksheet and pick STDEV from the selection of functions. A new window appears.
Click in the space beside Numberl and select the data set (or type in the cell range for
example A1:A12) of which you want to find the standard deviation. Click OK.

Find the standard deviation of some of the sets of data.
To sort a set of data

Select the data concerned. Go to the Data dropdown menu and select Sort. In the new
window that appears, click the Expand the selection button, click Sort, pick your criteria by
following the arrow under where it says Sort By and click OK. Note when you click the
Expand the selection it means each person’s records in the sample stays with that person.

Sort the dates of births in the data set.
To filter data in a column

Select the column with the items that you want to filter. Go to Data, Filter

and pick Auto Filter. Click OK. —Ad

Follow the little arrow that has appeared on the top row and pick the ig
criteria you require. To get all the records back, follow the arrow on the top 47
row and select (Select All). 12
. . 23
Filter column K in the worksheet Data, so that only those students who have 45
usefullanguage as French. You should be left with the records of 7 students. 32
34

To freeze the top row in a spreadsheet 3
ob

Click on the top row. Go to Window and Freeze Panes.
Freeze the top row in the worksheet Data.
To enable those cells to be coloured in which fulfil a certain criteria

Select those cells that you want judged: go to Format and Conditional Formatting. A new
dialogue box appears.

Conditional Farmatting (3]
Condition 1
Cel value Is | v | EEETESREN ~ | |10 Fee and |30 BT
Preview of Format to use AaBbCoYyIz i
when condition is true: ¥ I—I—
add == | | Delete, .. I l ok J | Cancel |
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Pick your required criteria by following the two arrows at the top of the new window. Insert
the conditions of the criteria. Go to Format and choose the format you require for the cells
that follow the selected criteria. Then click Format and select the colour, etc. you require.
Click OK.

Fill those cells in the Born column that are greater than or equal to 1994 in a pink fill and in a
brown text.

Data Validation

This is where you restrict the data that can be entered in a cell or cells to ones you have
decided beforehand. Select the cell or cells that you want to validate. Go to Data and pick
Validation.

Data Validation [=5]

Settings | Input Message | Errar Alert

validation criteria
Allow;
Whole number | [¥] Ignore blank

Data:

between B

inirnurn:

Mazxirmurn:

Apply these changes to all ather cells with the same settings

Clear Al [ oK ][ Cancel J

With the settings tab open in the new window, for Allow pick Whole Numbers and give a

Maximum and a Minimum. Click OK. Then if you type in a number in that cell beyond those
ranges you will get an error message. If you want to set it so that a cell or group of cells will
only accept the days of the week, after you picked Data Validation, pick List and for Source

type in the each day of the week followed by a “,”.

Set up any 2 cells of your choice so that the only data that can be inputted into those cells
are male and female.

19
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Lock or Protect cells (Prevent people using the worksheet changing the contents of certain
cells.)

1. Select the entire worksheet by clicking the Select All button (the gray rectangle
directly above the row number for row 1 and to the left of column letter A).

2. Go to Format and chose cells. Click the Protection tab and clear the Locked check
box. This unlocks all the cells on the worksheet.

3. Select just the cells you want to lock and repeat step 2, but this time select the
Locked check box.

4, Go to Tools, Protection and Protect Sheet, and then click OK.

Absolute Reference

| E9 - I |

If for example cell B7 is the Total and cell B2=546 and in cell = = = =
C2 you want to insert an equation to represent the e e males
percentage of the total sales that Area 1 had. 2 2 245

So you want to place the equation B2/B7*100 in cell C2, - e

with cell C2 selected go to E[ and place = B2/B7*100
and you get the value 26.1 (Using 1 decimal point), which is correct.

Now if you try to fill the cells C3:C6, with the same formula a problem occurs. The formula
that C3is filled with is B3/B8*100, not B3/B7*100, which you wanted. To prevent this
happening, when entering cell B7 in the equation for C2, you must put it in as $B$7. This
means B7 becomes an Absolute Reference and when the fill tool is used it remains as B7.

To Print a worksheet with Gridlines

Go to File and Page Setup. With the Sheet tab open click Gridlines and OK.
To view or print a page in Landscape

Go to File and Page Setup. With the Page tab open click Landscape and OK.
To add a background to an Excel worksheet

Go to Format, Sheet and Background. Go to the folder where you have a picture suitable for
backgrounds stored. Choose the background and click Insert.

Good free backgrounds are available at:

http://office.microsoft.com/en-gb/clipart/default.aspx
http://www.grsites.com/textures/
http://www.aaabackgrounds.com/textures/cloth/index.html.

Note that with some websites you should first save the file you want to download to your
computer and scan it for viruses before opening it.
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To find the frequency of a set of data

Create a vertical range of cells containing the upper bands into which you wish to group

your data. Select the cells you want the frequencies to go into. Go to ¥ | and choose
Frequency. For the Data Array, select the set of data that you want to find the frequency of
and for the Bins Array, select the set of upper bands. Press the Control, Shift and Enter keys
simultaneously on the keyboard instead of OK.

Design a frequency table for the Concentration times on the data set.

To draw the normal curve

The goal is to create a normal distribution graph with a specified mean and standard
deviation. Start by entering those values in some cells in a worksheet.

The example used to illustrate the process plots a graph with a mean of 10 and a standard
deviation of 2. Enter those values in cells F1 and H1.

S S [ S S SR [ B B
1 Mean | 10 5td.Dev | 2

Start by setting up the x-values for a standard normal curve.

1 1
In A2, enter the number -4. 2 4

Select cell A2 and then go to Edit, Fill and Series.

Series..

Justify

21
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Set up the resulting dialog box below.

Series @

Series in Type Date unit
) Rows (@) Linear Da
(@ Columns ) Growth
i) Date tt
) AutoFill Year
[] Trend
Step value: |.25 Stop value: |4

Ok, ]l Cancel ]

| A | B |SscEm
;
2 — 2' 8_59151E705!
3| -3.75 25 00001762598
4 | -3.5 3 0.000436341
Use a step value of 0.25 and a Stop value of 4. 5| 325 3.5/ 0.001014524]
6 | -3 4 0002215924
H H T -2 75 4.5 0004546781
However, if you want more data points, use a ol e e
9 -2.25 5.5 0.015869626
smaller number, such as 0.1 for the Step value. 10| 2 6 0026995483
il | -1.75 65| 0043138655
a2 | -1.5 7| 0.064758798
13 | -1.25 7.5 0.091324543
14 | -1 8 0.120985362
15 -0.75 8.5 0150568716
16 | -0.5 9 0176032663
1 | -0.25 9.5 0.193334058
18 | 1] 10 0.19947114
19 | 0.25 105 0.193334058
20 | 0.5 11| 0176032663
21| 075 11.5 0.150568716|
22 | 1 12| 0.120985362
23| 1.258 12,5 0.091324543
24 | 156 13 0.064758798
25 | 1.75 13.5 0.043138659
26 | 2 14 0.026995483
27| 225 145 0.015869626
28 | 25 18 000876415
29 | 2.75 15.5 0.004546731)
30 | 3 16/ 0.002215924
| 3.25 16.5 0.001014524
32 | 35 17| 0.000436341
33 | 3.75 17.5 0000176298
34 | 4 18| 6.6%151E-05|

Next, in B2, enter the formula =A2*$H$1+$F$1. ==
This converts the standard normal distribution to the distribution of interest i.e. z values to x

. X— 1t
values. (Since Z=——=>X=Z20+ L)
o

In C2, enter the formula NORMDIST(B2,$F$1,$H$1,FALSE).
This provides y-values for the distribution of interest.

Copy B2:C2 down to cover all the rows that contain data in column A.
The result should look like the spreadsheet illustrated on this page.
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Select all of the values in columns B and C. Go to Insert, Chart and choose XY (Scatter).
Choose Scatter with data points connected by smoothed Lines without markers.

Then follow the wizard by clicking “Next” each time until the only option given is Finish.

015

02

NEVA
R

oo ]\
LN\

i} 5 10 15 20

The result should be as on the right.

To set up a Pivot tables

Type in the data as it appears in the opposite table. | A | B |
1 |Gender Marks
2 |Female a7
3 Male 86
4 ermaIe 45
5 Female 78
6 Male 46
7 _Male 78
Q

Sort the data according to Male and Female.

Click on a blank cell away from the inserted data. Go to Data and Pivot Table and PivotChart Report.
A new dialogue box appears.

PivotTable and PivotChart Wizard - Step 1 of 3 Bl =
‘where is the data that vou want to analvze?
(@) Microsoft OFfice Excel list or database;

() External data source
() Multiple consolidation ranges
Another PivotTable report or PivatChart repart

‘hat kind of repaort do wou want to create?
@ PivotTable
(71 PivobChart repart fwith PivotTable report)

cpock | [ mext= | [ Enish

Click the box beside Pivot table. Click Next.
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PivotTable and PivotChart Wizard - Step 2 of 3

o=

][ < Back ][ Mext = J[

‘where is the data that ywou want bo use?
Range: |Shestll$ad1:4847]

| Cancel Einish ]

Click in the box beside Range and select the cells Al to B7 for the above spreadsheet. Click Next,
followed by Finish.

155 Micrasoft Excel - Baok2

iE] Fle Edit Miew Inset Format Tools Data FlashPaper Window Help

RN e e AN e e A

ez oAl g e - @

Type a question for he

¢ Al 2N B ZU|=== 9|0y 0 58] & s ghjec,| e S A -
57 - &

A [ B [ ¢ T o [ E T F [6 T H [ b T K T [N T o [P ]
| 1 |Gender Marks
| 2 |Female &7
| 3 [Male ES
| 4 |Female 45 | | PivatTable Field List * x
5 |Female 78
I Mals 5 Drag items to the PivotTable report
| 7 |Male 78 I |  DopColumnFieldsHere | [ - [£] ender
18 | o ] Marks
19 | b
|10 =]
1 )
12 <)
RES z ta
i o | Drop Data ltems Here
115 ®
|18 =
17 [
|18 £
|19 2
[t Ron Area
2] PivotTable- | 1 (4| =2 #2 | ¢ | 12[H] ]3]
122 =
=

Drag the items from the Pivot Table Field List into the columns you require. For example drag
Gender into Drop Column Fields Here and drag Marks into Drop Data items Here.

15[ Whicrasof Excel - Book2 =]
(] File Edit View Insert Format Tools Data  FlashPaper Window Help Type a question for help
NEHG S RTE S B 08 F AL
{ Avial -0 -|B T y|=E==g |3y o w0 oot B0 A0
E13 b A Surm of Marks
A | B [ ¢ T o TE] F T 6 [ HW T 1 T 49 T kK T L T m T N T o T P T @ T R ]
| 1 |Gender  Marks
| 2 |[Female g7
| 3 [male 8
| 4 |Female 45 PivatTable Field List v x
5 |Female 76 i ;
& male TS Dragitems to the PivotTable repart
| 7 [male 78 - Gender
8
b Marks
12| =
118
1] [ Drop Fa ds Here |
112
113] [Bum o Wearks [Gender [+
[ 14| Female  Male Grand Total
18] Total | 210 210] 420
|18 |
|17 |
118
|12
<0 Rowaes |7
21
| 2|

Click on the Pivot table and click in this case where it says “Sum of Marks”. In other Pivot table click
the equivalent of this cell. A new dialogue box appears.
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PrrotTable Field
Mame:

Subtotals
@ Automatic
(71 Cuskom
() Maone

Sum
Counk
Average
Max

Min
Product

16y

i

[ show ikems with no data

Select the Subtotal of your choice and click OK.

Help

7]

0T}

National Centre for Technology in Education
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8] 4
Cancel
Hide

Advanced, ..

HJ e
Note on the top right hand side of the excel page leads to Help or go to Help in the toolbar.

Useful web pages

http://www.teach-ict.net/software/excel/excel.htm

http://office.microsoft.com/en-us/excel/FX100646961033.aspx

For Short Cut keys in Excel go to

http://office.microsoft.com/en-gb/excel/HP052037811033.aspx
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Appendix A

How to access data from www.censusatschool.ie.

Go to http://www.censusatschool.ie/get-data/57-random-data-selector.

National Centre for Technology in Education
fonad Naisidnta don Telcneolajocht san Oideachas

& chool - Dot Selector -

28 Google

File Edit View Favorites Tools Help

[B[«]x

. Favorites |@ CensusAtSchool - Random Data Selector ‘

% - B - [=) o - Pager

x HMAVG ~ o YAHOO! SEARCH  ~ | Search ||+ &

TotalProtection | &l AVGInfo - | 3 -

Home » GetData » Random Data Selector

‘!{ MAIN MENU

— Home
— TakePart
—  Get Data

Request Your Class Dats
DataTool
Random Data Selector
Results

Resources

About

FAQs

Intemational

Census
AtSchool

Tt et | s | sbout | s | et |

A AA

~~\\( \\{}

o
/

W ="~ The CensusAtSchool Random Data Selector web
- facility gives access to all of our CensusAtSchool

Home » GetData » Random Data Selector

Random Data Selector

. databases.

Tile Fiter [ Display # [ ]3]

#  Title Hits
1 Random Data Selector 937
2 How to use the RDS 57

3 Access Random Data Selector 153

i

@ Intemet | Prote

Click on the Access Random Data Selector link. A new page appears.

T CarasekiSahosl - Recess Rardorn Dota SdcorWicrosoRtamet ptorer

%v‘gmw Jget-date/ST-random-data-sel

File Edit View Favorites Tools Help

21 e ardore dat sak 28 Google

J8[w]x

g Favorites ‘?Census&tﬁ(hoolrt\((essRandomDa(aie\enov ‘ ‘

BB = dm v eager

x @AVG v @ YAHOO! stArcH (@) Search [ &

Total Protecton | @l AVGInfo + | F -

Home » GetData » Random Data Selector

%{ MAIN MENU

—  Home
= TakePart
~— Get Data
Request Your Ciass Data
DataTool
Random Data Selector
Results
Resourcas
About
FAQs
Intemational

AAR

» Access Random Data Selector

Census
AtSchool

Tt ] et ] s | st | s | ot |

earch._______{eee]

Home » GetData » RandomDafa Selector » Access Random Data Selector

Access Random Data Selector o=

The CensusAtSchool Random Data Selector gives access to
the International Database, containing data from children
taking part in CensusAtSchool around the world. This data
is for use in your classroom or for your pupils' projects.
Click here to access the Random Data Selector

I

& Internet | Prot

Click on the link Click here to access the Random Data Selector.
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Scroll down the next page that appears and insert the required details.
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ER—)
» oA = i ;
R
S i A R e R -
- . D o —
P el i (M oim
— |
[
[
T ey s b i i i, s R e o Bl ol e ol i
T - A e T Sy B e S o
T AT P . QU D S e SR S (8 A R . 1 P A L ) S g ] by B s
D i T S P L S RN T et D B AP e o R D S

G @ B

L

Click Submit.

Pick the country you wish to data to come from, for example, United Kingdom.

.- ——— - S—
n—. — = n i ¥ - et - L
e e R - BT R i BeD s

S s CAroT. TUaT AT LAaLa S T 2 = -

Wit Dete Bsite
IO S —————

Tetenony giang @ N7 Som [eete deavia bee Tneea

CensusftSchool: Random Data Selector

o e s e g e b
Caumiry = imnad Gmpption
Fwate somt i Frats ¥ ek v a0 g T Ay B e e T L ey commoen [ P e e 4
i it # P e i TS0
o

o L -

CensusAtSchool: Random Data Selector

Vi B abeind bo gl dils irow
Coossnéry m Lt Wargiom » Phasss =
Birwr datbot] o wvlef it e Santieckin’y o Prmary il chitiren
el ey &
e

b mme g

L ———

Click Secondary and click Submit.
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e e T e e — x|
EF o e o[ 1] 43| 2. [ e CH)
A S T
Sp— P -
o NG - - [ PR P — p———

CensusAtSchool: Random Data Selector
Wiou harve eekecied Bo ool daka from:
Country = United Kingdom » Phase = § * Level = Secondary

Hene you can choose fe sen of sampls you want i downioad. You can choue & random sampls op o 200 for mosd of the databases and
up 1 550 fom the Sosth Alncan calatase

Sample Soe 0 -
Tkl
e P T TRRE-T T I [ S ey ey e )
A e b e e g s WiEA =
Click Sample Size and Submit.
B R ek Tl i i Wt St T T Tl R
mv; - ——— s - by | 3 Y B .

L S
i T b Ry Foms b H-B8- Sy -

o G - e Woursod v Qe | ewe—— g

CensusAtSchool: Random Data Selector

Yeu have selected 1o get dats froe;
Country = United Kingdom * Phase = § > Level = Secondary » Lainguage = English » Sample Size = 20

Fatym 19 CemtsaArSchac

Dt anciher pampls
= b | e ks AT

Click Get Data. Save in a location of your choice and with a file name of your choice.
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T Micrasoft Excel - CensusAtSchoal Randam_Sample 8 sec_en GBR{L).csv

(E] Fle Edit View Insert Farmat Tools Data FlashPaper Window Help Type a questic
R N=H = ST WM o e R ARG ERCRAN 5 RS 1 % 1
i Calibri - 1 = g B9 50 o s R
E26 hi &
a | 8 | ¢ [T o T E T ¢ [T & [ & T 1 [ 3+ T x J v I m [~ T ol e [ a ] r 5
| L |location sex age height  foot arm breath  hand languages usefullangtravel howlong whotravelreaction concentraglobalwar pollution rubbish  water en
| 2 [East female 13 166 22 154 32r 1 french bus 90 varies 0.42 103 549 755 710 701
|2 North we female 12 143 20 138 1381 r 1iwelsh walk 20 friends 0.31 45 1000 1oo0 1000 1000
| 4 |south We male 14 166 25 165 3or Lno bus 25 friends 5.25 43 500 500 500 500
iSouth We male 16 170 30 150 100r Lrussian  bus 120 varies 0.34 62 871 742 0 226
| 6 |EastMidlzfemale 15 178 27 165 691 2 german  car 8 parants 0.35 42 1000 443 1000 1000
| 7 |North We female 14 163 23 158 EL 3 urdu car 10 varies 0.31 38 770 776 639 718
| 8 |East Midlzmale 12 160 25 124 17r 4 spainish walk 15 friends 0.43 68 838 852 843 895
| 9 |North We female 13 142 21 a0 isr Lifrench  walk 20 no 0.71 76 336 548 962 709
isouth female 11 144 22 126 d0r 1 French bus 60 friends 0.37 32 613 500 500 500
| 11 |Nerth We male 11 149 24 144 29r L german  walk 15 no 8 73 872 501 765 555
| 12 [East female 13 164 24 156 5 3 French other 30 friends 0.35 57 87 155 268 o
| 13 |west Midlfemale 13 143 17 137 181 2 spanish  walk 15 friends 8 26 660 664 591 500 E
|14 |south  female 13 170 27 175 60e 2 spanish  walk 30 friends 0.31 4z 178 718 589 o1 |
| 15 [East female 12 155 22 145 57r 3 french bus 35 friends 0.56 33 661 500 1000 259
| 16 |East Midlzfemale 12 154 13 91 27r 2french  car 6 varies 2.81 54 794 716 655 669
| 17 |Home Covfemale 13 150 22 162 7r 2 English  bus 20 parents 0.34 34 902 399 832 834
| 18 |East Midlzmale 13 160 255 160 alr 2 french  bus 15 friends 0.43 82 280 424 348 747
| 19 |North We male 14 173 27 172 651 2 english  car 7 friends 0.26 79 a7 957 383 919
[ 20 [Home Coumale 13 165 29 165 2r 2lenglish | car 7 parents 0.57 58 0 o 0 0
| 21 |south male 12 142 21 148 30r 2french  rail 12 friends 0.51 45 1000 1000 1o0o 500
|22
|23 |
L
15
2] —1 o
| 27
2] |
i« "4 ¥\ CensusatSchool_Random_Sample_8_/ — i m ] 5|

iDgwr L5 | Autoshapes= N\ N\ IO ] Al 2 8] @ | & - - A

Ready

To preserve this original file remember to save under another name or do not save when
exiting the tutorial.
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